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FOREWORD
The Faculty Handbook is designed to provide members of the faculty
with general information about western Kentucky University's history,
philosophy, organization, policies and procedures, faculty responsibilities
and benefits, and various services and facilities.
In the interests of
brevity and economy, duplication of information available in other University
pUblications is held to a minimum, and references are made to other sources
such as the University catalog. It is suggested that the faculty familiarize
themselves with these other pUblications in order to be better informed about
Western.
Specifically, faculty are encouraged to be familiar with the
pUblication Western Kentucky University Governing Statutes-Rules-Policies. A
copy of this document is available in each department head's and dean's office.
As the institution is changing constantly,
procedures of the University. A concerted effort is
informed of such changes. Suggestions on how future
can be made more informative may be submitted at any
Vice President for Academic Affairs.

•

so must the policies and
made to keep the faculty
editions of the Handbook
time to the Office of the

•
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History of Western
As a public institution of higher learning, Western Kentucky University
came into existence in 1906 when a bill was enacted by the Kentucky General
Assembly creating a state normal school in Bowling Green, headed by Dr. Henry
Hardin Cherry. The name of the institution was changed by the Legislature in
1922 to Western Kentucky State Normal School and Teachers College.
In 1930
the school's name was changed to Western Kentucky state Teachers College, and
in 1948 i t was changed to Western Kentucky state College. I t became Western
Kentucky University in 1966.
From its beginning as a small state normal school with about 300 students
and a dozen faculty members, Western has grown in both size and scope of academic programs. Enrollment has grown from less than 1,700 in the fall of 1955
to over 12,000 students in the fall of 1986. The faculty has grown from fewer
than 100 in 1955 to over 600 in 1986 and the number of teaching faculty holding the earned doctorate or other terminal degree has advanced from under 25%
to more than 70%. In 1955 Western conferred two undergraduate degrees and one
graduate degree; currently the University offers three associate degrees, five
baccalaureate degrees, six masters degrees, the specialist degree, and cooperative doctoral programs with the University of Kentucky and the University of
Louisville. The number of fields in which students may pursue studies has increased substantially during the same period. (For more complete information
on degrees and areas of study available see the undergraduate and graduate
catalogs. )
The University physical plant likewise has undergone tremendous growth,
expanding from a few classrooms and offices in one building in 1906 to a main
campus of more than 66 modern buildings and approximately 200 acres. (For an
up-to-date list and description of University physical facilities consult the
University Catalog.)
Western's hilltop campus is located in Bowling Green (estimated population
of 50,000), a rapidly growing, easily accessible city in Warren County (estimated popUlation of 80,000) located in south Central Kentucky. Sixty miles
north of Nashville, Tennessee, Bowling Green is the marketing and shopping
center for a large area in Southern Kentucky. In the Central Time Zone, 509
feet above sea level, Bowling Green has a pleasant and stimulating climate.
The average annual temperature is 57.6 degrees, with average temperatures of
78 degrees for the warmest month and 34.4 degrees for the coldest month.
Although average rainfall is 50 inches, the sun shines 80'. of the year and
periods of extreme heat and cold are usually of only short duration.

•

Although its growth has been rapid and time has brought great changes,
Western has never lost sight of its major objectives and purpose in higher
education. Many of the ideals upon which the University was founded were
expressed by Western's first President, Dr. Henry Hardin cherry, and are still
guiding principles today. For example, Dr. Cherry articulated these goals for
Western:
I. To be a live school and to impart to its students a burning zeal to
do and to be something.
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II. To let the reputation of the school be sustained by real merit.
III. To lead the student t.o underst.and that a broad and liberal education is essential to the highest degree of success in any endeavor
in life ...
Through t.he years t.he school has striven constantly to provide its
students with varied educational opportunities within an academic climate
intended to promote the legitimate objectives of liberal education, democratic
citizenship, character development and the pursuit of excellence.
For an interesting and more detailed historical background of Western from
beginning until 1938, read James P. Cornette's A HistorY of the Western
Kentucky state Teachers College, Which is available in the University
libraries.

,
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University
Organization and Administration

Board of Regents - The governing body of western Kentucky University, as
provided under state law. This board is composed of eight members appointed
by the Governor, a faculty regent elected by the faculty, and a student regent
elected by the students. Kentucky Revised statute 164.350 provides in pertinent part as follows:
The government of (Western Kentucky university) is vested in
its ... board of regents ... When its members have been appointed
and qualified, (it) shall constitute a body corporate, with the
usual corporate powers, and with all immunities, rights, privileges and franchises usually attaching to the governing bodies
of education institutions.
President - The chief executive officer to whom the Board has delegated
authority, as its agent, to direct, govern, and manage the affairs of the
University and to make day-to-day decisions and judgments necessary to carry
out that responsibility. The University Attorney, the Executive Assistant to
the President and other major administrators report to the President.
Executive Vice President for Administrative Affairs - The administrative
officer responsible for the management of the affairs of the University in the
absence of the President according to the delegation of authority made by the
President.
The Executive Vice President is responsible for the areas of
Alumni Affairs, Athletics, Budget Development, Administrative computing,
Development, Community Affairs and Special Events and Public Information.
Vice President for Academic Affairs - The administrative officer responsible for instruction, research, and service and related academic affairs.
The Vice President for Academic Affairs serves as chairman of the council of
Academic Deans. In addition to the academic colleges, areas reporting to the
Vice
President for Academic Affairs
include International Programs,
Cooperative Education,
Sponsored Programs,
Independent Study,
Faculty
Research, Academic Computing and Research Services, Media Services, Scholastic
Development and the Library.
Vice President for Student Affairs - The administrative officer responsible for supervision of various aspects of administrative programs including
Admissions, Career Planning and Placement, Health Services, Student Life,
Student Housing, Student Financial Aid, and Public safety.
The Dean of
Student Life reports to the Vice President for Student Affairs.

."

Vice President for Business Affairs - The administrative officer responsible for administration and supervision of the fiscal operation of the
University including Accounts and Budgetary Control, Purchasing, Physical
Plant and Facilities Management, Personnel Services, Food Services, Ticket
Office, and Bookstore.
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Academic Deans - The administrative officers responsible for the leadership and administration of the academic colleges/areas of the university. The
deans of the College of Business Administration; the College of Education and
Behavioral Sciences; Ogden College of Science, Technology and Health; Potter
College
of
Arts,
Humanities
and
Social
Sciences;
the
Graduate
College; Scholastic Development; the directors of the Library and Media
Services and the Associate Vice President for Academic Affairs report to the
Vice President for Academic Affairs.
Academic Department Heads - The administrative officers responsible for
the leadership and administration of the academic departments of the university. Academic department heads report to the appropriate academic dean.
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ACADEMIC ORGANIZATION
Organization for Instruction - The University is organized into five colleges under which are grouped related departments and programs. The colleges
are the Bowling Green College of Business Administration, the College of Education and Behavioral Sciences, the Graduate College, the Ogden College of
Science, Technology and Health, and the Potter College of Arts, Humanities and
Social Sciences.
Each college is administered by a dean and each department by a department
head.
In an effort to keep lines of communication open and to encourage free
exchange of views and ideas, meetings of college and departmental faculties
are held periodically.
A copy of the approved budget of each department is filed with the department head and the dean of that college.
Included in this budget, for the
benefit of the faculty members, are allocations for the purchase of instructional supplies and materials, equipment maintenance, office supplies, travel,
and capital outlay.
,The Academic Council - The Academic council is a major initiator of academic policy recommendations within the University. The Council is composed of
55 voting members, including 39 elected faculty members, five student members
representing the five colleges, and 11 ex-officio members. The Council is the
primary agency for curriculum review and control and for the determination of
degree requirements, standards of scholastic achievement and rules governing
faculty-student relations.
The complete Charter of the Academic Council is included in the Appendix.
Faculty Senate - The Faculty Senate at Western Kentucky University is an
elected body of representatives from the faculty whose function is to provide a forum for the concerns and interests of the University-wide faculty
community, to furnish advice and recommendations with reference to policies
that pertain to the faculty and to make available to the university the expertise of the faculty on appropriate matters. The complete Constitution of the
Faculty Senate is included in the Appendix.
council of Academic Deans - The Council of Academic Deans is composed of
the Vice President for Academic Affairs (who serves as chairperson); the Dean
of the College of Business Administration; the Dean of the College of Education and Behavioral Sciences; the Dean of the Ogden College of Science,
Technology and Health; the Dean of the Potter College of Arts, Humanities and
Social Sciences; the Dean of the Graduate College; the Dean of Scholastic
Development; the Director of Libraries; and the Associate Vice President for
Academic Affairs.
The Council provides leadership and coordination for the
academic affairs of the University.
Administrative Council - The Administrative Council includes officials for
the major administrative units of the University:
the President, who serves
as chairperson; the Assistant to the President; the University Attorney; the
Executive Vice President for Administrative Affairs; the Vice President for
Business Affairs; the Vice President for Student Affairs; the Vice President
for Academic Affairs; the Associate Vice President for Academic Affairs; the
Dean of Student Life; the Dean of the College of Business Administration; the
Dean of the College of Education and Behavioral Sciences; the Dean of
-5-

the Graduate College; the Dean of Ogden College of Science, Technology and
Health; the Dean of the Potter College of Arts, Humanities and Social
Sciences; the Director of Libraries; and the Dean of Scholastic Development.
The Graduate Council - The Graduate Council has general supervision and
control over all matters of graduate instruction, including admission and
degree requirements, curricula, Graduate Faculty membership, and general
academic regulations. The Graduate Council submits recommendations concerning
initiation or revision of graduate courses and programs through the Academic
Council to the President and the Board of Regents. The Council is composed of
the Dean of the Graduate College as chairperson, three faculty members elected
by and from the Graduate Faculty of each of the academic colleges offering
graduate courses, and three graduate students - two full-time representing
separate colleges and one part-time elected by the graduate students.
COMMITTEES
University CUrriculum Committees
One University-wide and four College
Curriculum Committees review and approve curriculum proposals within 'their
specialized academic areas and exercise general supervision of the total
curricula under their jurisdiction. Recommendations from these committees are
forwarded to the Academic Council. These committees and the committees of the
Faculty Senate are outlined below:
Teacher Education Committee
All matters, curricular or otherwise,
relating to teacher education programs must be reviewed and approved by this
committee prior to consideration by the Graduate council or the Academic
Council.
The Teacher Education Committee is composed of the Dean of the
College of Education, Chairperson; Head, Department of Teacher Education; the
University Registrar; one academic director from the graduate professional
education programs (rotated annually); one department head or academic
director from other professional education programs (rotated annually); one
faculty member from each college curriculum committee; one member from the
Graduate Council; one member from the Academic Council; one undergraduate
student; one graduate student; and two public school teachers (appointed by
the Kentucky Education Association) . All other academic deans with Universitywide responsibilities have associate membership on the Committee.
College CUrriculum Committees - The Curriculum committee for each of the
undergraduate colleges is the body which initially considers proposals for
curriculum expansion or revision from academic departments or curricular areas
within that college. Each college curriculum committee is composed of the
dean of the college, the department heads within the college, the directors of
other divisions or offices within the college, and one elected faculty member
from each department in the college.
Each college also has a graduate
curriculum
committee
to
review graduate
related matters
and make
recommendations to the Graduate Council.
Numerous other college, departmental or other unit committees function.
Information concerning these committees can be obtained from the administrative office involved.
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Standing Conunittees of the Academic Council - This body has tht'ee standing
conunittees: the Rules Conunittee, the Genet'al Education Committee, and the
Academic Requit'ements and Regulations Conunittee.
(See the Chat'ter of the
Academic Council fot' the composition and functions of each conunittee.)
Standing conunittees of the Faculty Senate - The Faculty Senate has the
following standing conunittees:
the Executive Committee; the By-Laws, Amendments and Elections Conunittee; the Faculty Status and Welfat'e conunittee; the
Pt'ofessional Responsibilities and Concerns Conunittee; the Institutional Goals
and Planning Conunittee; the Fiscal Affait's Committee; the Academic Affairs
Conunittee; the Committee on Univet'sity Conunittees; and the Conununications
Conunittee. (See the Constitution of the Faculty Senate fot' desct'iptions of
these conunittees.)
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INSTITUTIONAL POLICIES: FACULTY AND
FACULTY-RELATED ACTIVITIES
FACULTY APPOINTMENTS
Appointment Process - Appointments of faculty and staff are made by the
Board of Regents. Interim appointments may be made by the President subject
to ratification by the Board of Regents i f the appointment has not been
previously so approved.
Recommendations to the Board for new faculty and
staff member appointments are developed through a cooperative procedure
involving department heads, college deans, the Vice President for Academic
Affairs, and the President. Incumbent faculty members may be involved in the
interview phase of recruitment.
Normally, recommendations to the Board are
made only after the candidates are interviewed, recommended by their department head, the college dean, and the Vice President for Academic Affairs, and
approved by the President.
What is generally referred to as the contract, outlining the specific terms
of employment at Western, actually consists of the complete correspondence
between the President and the prospective faculty member. Unless otherwise
specifically stated in writing, new faculty members receive temporary
probational appointments for the duration of one academic year. Notice of
appointment is by letter from the President. Enclosed with the letter is a
form to be signed by the recipient and returned to the President indicating
acceptance or rejection of the terms of employment.
SPECIAL FACULTY APPOINTMENTS
PART-TIME
University Lecturer
This is a special appointment for qualified
individuals who are employed on a part-time basis to teach University
classes. The University's regular guidelines for faculty rank and tenure and
the provisions of the Kentucky Retirement System do not apply to these
employees.
The following guidelines are to be applied in the employment of these
personnel:
GRADE I

Persons employed in this category should hold at least a bachelor's
degree and have a minimum of three years related experience or hold
the master's degree.

GRADE II

Persons employed in this grade should hold at least the master's
degree and have 3-5 years teaching experience or have other special
training and experience related to the teaching position.

GRADE III

Persons employed in this grade should hold at least the master's
degree and have 5 years or more teaching experience, hold other
degrees or certifications (Ed.S., CPA, CPE, etc.) or special qualifications, or hold the doctorate.
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GRADE IV

Persons employed in this grade should hold the doctorate and have a
minimum of 7 years teaching experience or other special qualifications applicable to their teaching role.

In the establishment of equivalent experience for purposes of stipend determinations, the teaching of eight courses (24 semester hours) as a University
Lecturer constitute one year's experience. Years of service as a University
Lecturer do not count toward consideration of tenure.
Special Benefits:
A. 1.0. card for Library and Bookstore privileges.
B. A temporary faculty-staff parking permit is issued for the duration of
the part-time employment.
Maximum Load:
Part-time personnel shall not be employed to teach more than 9 hours at the
undergraduate or 6 hours at the graduate level per semester.
OTHER SPECIAL FACULTY APPOINTMENTS:
Visiting Professor - This is a special appointment designed particularly
for academic personnel who are qualified for such a position at Western
Kentucky University by virtue of educational service elsewhere. Participation
in the Kentucky Retirement System is determined according to eligibility and
whether vestiture would be possible. This is a one-year appointment subject
to renewal.
DiStinguished Visiting Professor - This is a special appointment designed
for academic persons of particularly outstanding service elsewhere. Participation in the Kentucky Retirement System is determined according to eligibility and whether vestiture would be possible. This is a one-year appointment
subject to renewal.
Appointee
designed for
as artist in
in residence,

in Residence
The individual receiving this appointment,
persons particularly distinguished in their fields, is designated
residence, author in residence, musician in residence, sculptor
or scientist in residence.

Adjunct Professor - This appointment enables a person of established reputation or distinction in his/her field to work with graduate students, to work
as a member of a special research team, or to offer special instruction in the
discipline. Adjunct Professors receive no salary unless it is separately contracted and are not entitled to tenure or other faculty benefits unless specifically authorized.
Appointments are on an annual basis and subject to
renewal.
RANK AND PROMOTION REQUIREMENTS
I.

Rank and Promotion
Faculty rank and promotion in rank at western Kentucky University are
based on criteria adopted by the Board of Regents.
A. General Principles
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1. Rank is granted on

the basis of academic qualifications. years'
experience, and demonstrated achievement.
The criteria stated
below will serve as guides in assigning academic rank. Exceptions
to these criteria may be made in situations where the candidate
shows exceptional credentials based upon (a) academic qualifications; (b) experience; or (c) demonstrated achievement in teaching
effectiveness, research/creative activity, and university/public
service.
2. The department head and departmental faculty within each academic
unit have the responsibility of drafting specific criteria for
determining what constitutes "demonstrated achievement" for each
rank. These criteria must conform to minimum university standards
listed below and must be distributed to each faculty member.
Guidelines for all ranks must be recommended by the department
head, the academic dean, the Vice President for Academic Affairs,
and the President and approved by the Board of Regents.
II.

Criteria for Individual Ranks
A. Professor
1. Academic Qualifications:

The earned doctorate or the appropriate
terminal degree in the profession.
2. Experience:
A minimum of five years' service at the rank of
associate professor.
3. Demonstrated achievement appropriate for this rank in teaching
effectiveness, research/creative activity, and university/public
service.
B. Associate Professor
1. Academic Qualifications:

The earned doctorate or the appropriate
terminal degree in the profession.
2. Experience:
A minimum of five years' service at the rank of
assistant professor.
3. Demonstrated achievement appropriate for this rank in teaching
effectiveness, research/creative activity, and university/public
service.
OR
1. Academic

Qualifications:
Master's degree plus advanced graduate
study equivalent to all courses except dissertation (ABD) in the
appropriate discipline.
2. Experience:
A minimum of ten years' service at the rank of
assistant professor.
3. Demonstrated achievement appropriate for this rank in teaching
effectiveness, research/creative activity, and university/public
service.

C. Assistant Professor
1. Academic qualifications: The earned doctorate or the appropriate
terminal degree in the profession, or the master's degree plus at
least twenty-four semester hours' graduate work related to the
faculty member's academic area.
-10-
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2. Experience:
A minimum of three years' service at the rank of
instructor (may be waived for persons holding the doctorate).
3. Demonstrated achievement appropriate for this rank in teaching
effectiveness, research/creative activity, and university/public
service.
D. Instructor

1. Academic Qualifications:

Haster's degree or demonstrated ability
in the field in which the candidate is employed.

III.

criteria for Promotion Recommendations
A. General
six
levels:
Promotion
decisions
at
Western
are
made
at
recommendations from peer review, the department head, the academic
dean, the Vice President for Academic Affairs, and the President and
approval by the Board of Regents.
Review at the academic dean's level will apply the standards for
promotion set by the university and establish and preserve for the
various disciplines achievement levels which equalize the rigor with
which candidates from different departments are judged. The standards
developed by each academic department must be in compliance with the
standards expressed here and should serve to state explicitly the
requirements for promotion within a specific department.
University policy requires the following for promotion at every
rank:
Demonstrated achievement appropriate for this rank in
activity,
and
teaching
effectiveness,
research/creative
university/public service.
Demonstrated achievement will be considered only as it is relevant to
the individual's area of professional competence. Only contributions
since the last promotion will be considered for the next promotion.
It is the responsibility of the candidate seeking promotion to provide
promotion committees with the appropriate evidence on which to base a
decision. Departments will develop specific criteria appropriate to
their disciplines, but evaluation of all areas, both at the
departmental and at the academic deans' levels, will take into
consideration both quantity and quality.
B. Academic Qualifications
1. See University Rank and Promotion Requirements
2. In some areas professional certification and the related license to
practice may be required.
c. Areas of Performance
1. Teaching Effectiveness--Evidence in this area may include,

but is

not limited to, the following:

-11-
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a. An evaluation of both the systematic organization of appropriate
materials for presentation and communication to students of
course objectives, plan of study, and means of student
performance evaluation.
b. An evaluation of the effectiveness of presentation whether by
lecture, discussion, assignment and recitation, demonstration,
laboratory exercise, practical experience, consultation, field
trips, computer-assisted instruction, reading lists, filmed or
video taped materials, simulations, and games.
c. An evaluation of assessment procedures such as tests, grading
practices, and clinical performance.
d. An evaluation of
classes; holding
fashion; making
treating students

professional responsibility such as in meeting
office hours; returning materials in a timely
clinical assignments; superv1s1ng students;
in a fair, impartial, and respectful manner.

e. An evaluation of the effectiveness with which students are
stimUlated to develop critical and/or creative abilities and
intellectual curiosity by such means as independent study or
thesis projects, for example.
f. An evaluation of the knowledge of recent discoveries and
literature
in
the
field;
the
use
of
the
latest
scientific/technological
innovations;
participation
in
professional activities, such as training programs, technical
seminars, self--study programs.
g. Self-evaluation through course evaluations; departmental exams;
comments from peers, students, and alumni.
h. An evaluation of cooperation in developing, scheduling, and
teaching general undergraduate and graduate courses on and off
campus.
i. An evaluation of the development of textbooks, workbooks,
manuals, tapes, slides, other print and nonprint learning
resources developed primarily for classroom use.
j. An evaluation of
the
success
of
students
on
uniform
examinations,
in acceptance to graduate and professional
programs, in winning awards, or in other highly significant
achievements.
k. Documentation of direct assistance in helping
employment in their major field of study.

students

2. Research/Creative ActivitY--Evidence in these areas may
but is not limited to, the following:

find

include,

a. Publication
of
books,
monographs,
articles,
maps,
bibliographies, indexes, catalogs, textbooks, and papers in
professional journals; production or direction of nonprint media
work; reports to federal, state, or local agencies; cases.
-12-

b. Presentations of papers, cases, media productions,
professional and other scholarly meetings.

etc.,

at

c. Participation in studies, programs, creative activity supported
by extramural funds.
d. Production and display of musical compositions, paintings,
sculpture, ceramics, weaving, photographs, graphics and other
works of art;
recitals,
choreography, stage design and
construction, costuming, direction; production of film and video
taped materials.
e. Inventorship or co-inventorship leading to U.S.
patents.

and/or other

f. Participation in the development of innovative curricular
materials
such as curriculum guides,
computer assisted
instruction, lab equipment, video tapes, films and film strips,
manuals, workbooks, tools, or models which break new ground and
successfully advance concepts, ideas and approaches that
transcend ordinary instructional material.
g. Invitations to conduct research at other universities or
research
oriented
agencies;
to
prepare
questions
for
professional examinations.
h. Continuation of current research or other creativity not yet
resulting in publication, performance, or display.
3. University/PUblic service--Evidence in these areas may include, but
is not limited to, the following:
a. Service on departmental,
college,
university committees,
councils, senates; in appropriate professional organizations as
officer, editor, referee; to local, state, and/or national
governmental boards, agencies, commissions; to business and
industry or private citizens as technical expert or member of a
policy advisory committee; as organizer/director of seminars,
workshops and/or other conferences.
b. Participation in meetings, symposia, conferences, workshops; in
radio, television by developing and presenting materials for
public awareness; conducting or performing.
c. Work with
students;
programs,
advice on

schools through contact with teachers, administrators,
through participation in science fairs, college day
lectures, performance, in-service programs; through
curricular matters, pedagogy, and the like.

d. Direction of internships, cooperative
learning
laboratories;
professional
organizations.

education, practical
clubs
and
other

e. Advisement--academic; to student organizations.
f. Writing of Grants for instruction; research; and administrative
support activities.
-13-

D. Levels of Performance
1. Promotion to Full Professor
a. Teaching Effectiveness--consistently above the average level of
performance according to departmental standards.
b. Research/Creative Activity--a
quality productivity.
c. University/public Service--a
quality productivity.

record of
record

of

significant

and

high

significant

and

high

2. Promotion to Associate Professor
a. Teaching Effectiveness--attainment of at least the average level
of performance according to departmental standards.
b. Research/Creative Activity--tangible evidence of high quality
productivity.
c. University/Public
productivity.

service--tangible

evidence

of

high

quality

3. Promotion to Assistant Professor
a. Teaching Effectiveness--must be fully acceptable by department's
standards.
b. Research/Creative Activity--potential is evident by departmental
assessment.
c. University/Public service--potential is evident by departmental
assessment.
IV. Procedures for Recommending Promotion
A. To initiate consideration of candidates for promotion, the head of the
department annually informs all faculty members that a promotion
review is forthcoming and invites the candidate to supply relevant
information by a specific date i f the candidate believes he or she
qualifies for consideration under the criteria stated above.
B. Each academic department establishes a Rank and Promotion Committee
composed of all faculty members at the rank of professor who are
tenured.
The committee is chaired by the head of the department
regardless of his or her rank or tenure status. For departments with
fewer than six tenured professors, the following procedures will be
followed:
1. A sufficient number of tenured associate professors is added to
bring the committee to six.
2. If the number of tenured professors and associate professors is
less than six, a sufficient number of tenured assistant professors
is added to bring the committee to six.
(The associate and
assistant professors will be selected on the basis of those with
the longest employment at Western Kentucky University.)
-14-

3. If a department has fewer than six tenured faculty members, the
dean of the academic college will appoint a committee of three to
six people from the department to carry out the review.
A committee member who is a candidate for promotion is not
permitted to be present during deliberations on his or her rank.
When a department head is being considered for promotion, the dean
of the college will chair the committee or appoint a temporary
chair.
C. The department's Rank and Promotion Committee reviews all relevant
factors and provides a report of its vote. The department head also
reviews
all
relevant
factors
and
forwards
an
individual
recommendation, all evaluation materials, and a written report of the
committee's vote to the college dean, who in turn forwards a
recommendation and all evaluation materials to the Vice President for
Academic Affairs.
Upon receiving all 'written materials and a
recommendation from the Vice President for Academic Affairs, the
President reviews the recommendation and forwards to the Board of
Regents his recommendations for promotion.
D. Whenever a recommendation to promote is disapproved at any level, this
fact must be reported back to the preceding levels. The department
head must inform the faculty member in writing that disapproval has
occurred. Any related appeal through administrative channels or the
University Grievance Committee must be initiated in writing by the
faculty member to the department head within thirty days after receiving notification from the department head.
The purpose of the
Grievance Committee is to review the file to insure that established
procedures were following in considering the faculty member for promotion. The Grievance Committee does not attempt to judge the academic
qualifications or achievements of the candidate.
V.

Administrative Regulations for Implementing Board of Regents Policy on
Promotion
A. Faculty would be given the opportunity to apply for promotion in
September with a deadline of October 1 for application.
B. Departments are to make their recommendations to their respective
deans by November 1. In case of a negative vote by the departmental
rank and promotion committee, the faculty member would have the option
of withdrawing the request or forwarding it to the department head.
If the department head concurs with the negative recommendation to the
dean, the faculty member may withdraw the application or appeal the
negative recommendation to the college leVel.
C. Deans will make their recommendations to the vice president by
December 1.
This time frame would allow for college review
committees. In case of a negative recommendation, the faculty member
could withdraw application or appeal to the Vice President.
D. The Vice President will notify deans of any disagreement with their
recommendations by January 2.
E. The Vice President will make recommendations to the president by
January 15. In case of a negative recommendation, the faculty member
may withdraw his/her application or request a review of his/her
-15-

credentials.
The faculty would also have the option, after all
reviews and appeals have been exhausted, of filing formal grievance in
accordance with the procedures outlined in the Faculty Handbook. The
president will send his recommendations to the Board of Regents at the
April meeting.
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TENURE POLICY
I.

Introduction
A.

Tenure is a means to achieve such goals as:
1.
2.
3.

B.

II.

Freedom of teaching and research (for the
on academic freedom, see page 33).
A sufficient degree of economic security
attractive to men and women of ability.
Institutional continuity and stability
contingent of faculty with long-range
Kentucky University.

University's statement
to make the profession
through a substantial
commitment to Western

The development and retention of an increasingly competent faculty is
an objective of Western Kentucky University to which tenure makes a
significant contribution.
While length of service determines one's
eligibility to be recommended for tenure, tenure will be granted only
to those faculty members with the rank of Assistant Professor or above
at Western who have attained the educational qualifications specified
for the positions they hold and who demonstrate outstanding performance
in carrying out their professional responsibilities during the
probationary period.
Faculty Tenure Appointment Policy

A.

Decisions concerning tenure will be based on performance in the
following categories:
instructional activities,
other scholarly
activities, and service to and for the University.
It is understood
that the faculty member should cooperate in working with colleagues in
carrying out the University's educational mission.
The following
general statements will serve as guidelines for evaluating the faculty
member's performance in assigned responsibilities.
The evaluation of instructional performance considers factors including
knowledge
of
subject
matter,
teaching
effectiveness,
student
advisement, and curriculum development.
The evaluation of other scholarly activities considers factors
including the individual's activities and achievements in areas such as
research, publications, program participation at professional meetings,
creative activity, and work toward a terminal degree (if the degree is
a requirement for the position).
The evaluation of service to and for the University considers factors
including committee work, student-related activities, and public and
community service. Public and community service should be related to
the special competencies of the individual and be an extension of the
faculty member's role as a scholar-teacher.

B.

Full-time faculty members appointed to tenurable positions at the rank
of Assistant Professor, Associate Professor, or Professor are employed
with the understanding that there will be a probationary period.
Faculty members appointed at the rank of Instructor are employed on an
annual contract and are not eligible for tenure at that rank.
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The probationary requirement may be satisfied through full-time
faculty service as follows:
1.
Six years as an Assistant Professor or above at Western Kentucky
University.
2.
Five years at the rank of Assistant Professor or above at
Western plus two or more years at the rank of Instructor at
Western or two or more years at the rank of Assistant Professor
or above at another university or college.
The faculty member will be notified of the decision regarding tenure
by Kay 15 of the final probationary year. There will be no extension
of the probationary period.
(However, the University may offer a
maximum of two annual appointments without tenure thereafter upon its
determination that such action is in the best interest of the
institution. )
C.

At the discretion of the university, newly established positions or
positions becoming vacant through retirement or resignation may be
designated as temporary positions not leading to tenure. Years of
service in such positions may be considered toward tenure only when
the faculty member is transferred to a tenurable faculty position.

D.

A recommendation concerning tenure is made by the department heatl (or
heads in case of joint appointments).
The department head's
recommendation shall be forwarded to the college dean after the
department head has given each tenured faculty member of the
department an opportunity to submit written advisory opinions to
accompany the tenure recommendation. The academic dean shall submit
a recommendation to the Vice President for Academic Affairs. The
Vice President for Academic Affairs has the responsibility for making
a recommendation to the President, who is responsible for submitting a recommendation to the Board of Regents for final
consideration.

E.

An appointment during

F.

Employment after age 70 will be on an annual contract with tenure no
longer being in effect.

G.

Any tenured appointment made other than as provided above shall
require written justification showing that such action will serve the
best interest of an academic program or programs and shall follow the
established recommendation procedure as stated in 11.4.

the probationary period is for one year. A
faculty member being appointed by Western Kentucky University is not
assured of employment after the initial term of appointment. The
faculty member will be notified by Karch 1 i f the faculty member is
not to be reappointed for the second year. The faculty member will
be notified by December 15 of the second annual appointment i f the
faculty member is not to be reappointed for a third year.
Thereafter, the faculty member will be notified by October 1 if the
faculty member is not to be reappointed for the following year.

III. Administrative Regulations for Implementing Board of Regents Policy on
Probationary and Tenure Appointments
A.

At the beginning of the spring semester of the first, second, and
third year of an untenured faculty member'S appointment, the
department head will hold a conference with the individual to discuss
his/her progress and to establish goals and objectives for
continuation and ultimately for tenure.
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IV.

B.

In February of the untenured faculty member's first year at Western,
the department head will review his or her credentials and provide a
written evaluation of the individual's progress toward tenure to the
dean no later than February 10. The dean will forward the evaluation
with his or her comments and recommendations, to the Vice President
no later than February 15 and the Vice President will make a
recommendation to the President no later than February 20. In cases
of non-reappointment, the President shall provide the affected
faculty member official written notice by March 1 of the first year
of appointment.

C.

In November of the untenured faculty member's second year at Western,
the department head will review his or her credentials and provide a
written evaluation of the individual's progress toward tenure to the
dean no later than November 20.
The dean will forward the
evaluation, with his or her comments and recommendations, to the vice
president no later than November 30 and the vice president will make
a recommendation to the president no later than December 5. In cases
of non-reappointment, the president shall provide the affected
faculty member official written notice by December 15 of the second
year of appointment.

D.

In September of the untenured faculty member's third or more year of
probationary appointment at Western, the department head will review
his or her credentials and provide a written evaluation of the
individual's progress toward tenure to the dean no later than
September 15. The dean will forward the evaluation, with his or her
comments and recommendations, to the vice president no later than
September 20 and the vice president will make a recommendation to the
president no later than September 25. In cases of non-reappointment,
the faculty member will be notified of this decision on or before
October 1.

E.

A decision on tenure must be made no later than the sixth year of a
faculty member's appointment. I t may be made in the fifth year for
those faculty with at least two years of prior teaching experience at
the rank of assistant professor at another institution or two years
of prior teaching experience as an instructor at Western. For all
others, it must be made in the sixth year.

F.

If a negative recommendation is made at any level (department,
college, or vice president), the faculty member will be informed and
given the opportunity of submitting a written response to those
reviewing the recommendation at the next and subsequent levels.

G.

The time table for making recommendations for tenure will be the same
as those for promotion, and the faculty member may request a hearing
through regular administrative channels and the Advisory committee on
Faculty continuance as outlined in the Faculty Handbook.

Advisory Committee on Faculty Continuance

The President is authorized to establish an Advisory Committee on Faculty
Continuance. Its functions and duties shall be those outlined in the Procedure for Review of Non-Reappointment Recommendations and the Procedure for
Dismissal (see sections IV and V).
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A list of eligible tenured faculty members assigned to full-time teaching,
research, and/or academic service duties, other than the faculty regent, shall
be selected as follows:
a. Every two years, each Academic Department shall elect one eligible faculty
member;
b. Nominees shall be elected by secret ballot by all members of the faculty
unit holding academic rank as defined in the Faculty Handbook.
c. The election of nominees shall be conducted under rules and procedures
developed by the Rules Committee of the Academic Council; and
d. Persons elected as nominees eligible for appointment shall remain on the
eligible list for a period of two academic years, and may be re-elected.
The committee shall be a standing committee consisting of five (5) tenured
faculty members. Membership on the committee shall be selected from the list
by lot. A faculty member shall not participate in a case involving a faculty
member from the same department; and a member chosen shall remove himself /
herself either at the request of the party or on his/her own initiative, i f
he/she deems himself/herself disqualified because of bias or interest. Each
party shall have a maximum of two (2) challenges without stated cause.
Supplementary selections and lists shall proceed in the same manner until an
accepted committee is constituted.
The committee shall designate one (1) member as Chairperson.
V.

Procedure for Review of Non-Reappointment Recommendations

Each appointment of a faculty member during the probationary period
continues only for the limited term specified in the appointment document.
There is no obligation to appoint for another such term.
Each such
appointment terminates without further action on the expiration date specified
in the appropriate document, unless renewed.
If a decision is made not to recommend reappointment of a faculty member
upon expiration of any appointment during the probationary period, the
President shall provide the affected faculty member official written notice as
follows:
a.
By March 1 of the first appointment;
b.
By December 15 of the second appointment; and
c.
Thereafter, by october 1.
The University is not obligated to furnish a statement of reasons for the
decision not to recommend reappointment of a faculty member for another term
during the probationary period, and it is the policy of the University not to
furnish a written statement of reasons for such a decision. However, it is
the policy of the University that, upon request of the faculty member, the
department head and dean of the college and Academic Vice President will
arrange a conference with the faculty member to discuss informally the circumstances surrounding the non-reappointment.
If this conference fails to
satisfy the faculty member, the President will have a related conference with
the faculty member upon request.
If a faculty member on non-tenured appointment has received official
notice of a decision not to recommend reappointment and the faculty member has
factual information as grounds upon Which it is claimed that the decision not
to recommend reappointment was arbitrary or capr1C10US or was based on
considerations that violate constitutionally protected rights or interests;
e.g., consideration of race, sex, national origin, exercise of free speech,
association, etc., a complaint may be filed with the department head or office
to which the faculty member is assigned.
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The complaint shall be in writing and be filed within thirty (30) days
after receipt of official notice.
It shall be accompanied by a written,
signed statement that the faculty member agrees that the authorities who made
the decision not to recommend reappointment may present information in support
of the decision for the purpose of confidential consideration by members of
the Advisory Committee on Faculty Continuance in the event the complaint is
referred to it.
The President may cause the complaint to be set for formal evidentiary
hearing.
As an alternative, the President may refer the complaint to the
Advisory
Committee
on
Faculty
Continuance
for
preliminary
inquiry,
consultation, and its reasoned advice and recommendation. The Committee will
seek to settle the matter by preliminary inquiry, consultation, discussion,
and confidential mediation.
I f the difficulty is unresolved informally within three weeks from the
receipt of the complaint, the committee shall furnish the President with a
written report containing its advice and recommendations as to whether or not
the President should cause the matter to be set for formal evidentiary
hearing.
The report shall include a statement of the committee's specific
reasons in support of its advice and recommendation.
Upon the recommendation of the committee, the President shall cause the
m'!tter to be heard by an ad hoc committee.
The faculty member making the
complaint herein is responsible for stating the specific grounds upon which
the allegation is based and the burden of proof shall rest upon the
complainant.
The ad hoc committee shall consist of five (5) members chosen by lot from
the list of eligibles provided for in Part III. A member chosen shall remove
himself/herself from the case either at the request of the party or on his/her
own initiative if he/she deems himself/herself disqualified because of bias or
interest.
Each party shall have a maximum of two challenges without stated
cause. If the list shall be exhausted before an acceptable committee has been
obtained, supplementary list selections will be made following the initial
procedure. The committee shall select its own chairperson.
The committee will adhere to the following procedures:
1. The

2.

3.

4.

•

5.

faculty member will be afforded an opportunity to obtain necessary
witnesses and documentary or other evidence; and the administration will,
insofar as it is possible for it to do so, secure the cooperation of such
witnesses and make available necessary documents and other evidence within
its control.
The faculty member and the administration will have the right to confront
and cross-examine all witnesses.
Where the witness cannot or will not
appear but the committee determines that the interests of justice require
admission of his/her statement, the committee will identify the witness,
disclose his/her statement and if possible provide for written interrogatories.
The hearing committee will not be bound by strict rules of legal evidence
and may admit any evidence which is of probative value in determining the
issues involved.
Every possible effort will be made to obtain the most
reliable evidence available.
The hearing committee will grant adjournments to enable either party to
investigate evidence as to which a valid claim of surprise is made.
The findings of fact and the decision will be based solely on the hearing
record.
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6. Except for such simple announcements as may be required covering the time
of the hearing and similar matters, public statements and publicity about
the case by either the faculty member or the administrative officers will
be avoided so far as possible until the proceedings have been completed,
including consideration by the Board of Regents.
Upon conclusion of the hearing, the committee shall report its findings,
conclusions, and recommendations to the President for transmittal to the Board
of Regents. The Board of Regents will consider the record and the report and
may either sustain the recommendation of the committee or return the
proceedings for reconsideration of specific objections made by the Board. The
committee will then reconsider, taking into account the stated objection and
receiving new evidence, if necessary.
The Board of Regents will make the
final decision after a study of the committee's reconsideration.
VI.

Termination

A tenured appointment of a faculty member results in a commitment to
successively reappoint the faculty member, except that a tenured faculty
member may be terminated:
1.

2.
3.
4.
5.

By retirement upon attainment of retirement age and otherwise
qualifying therefor;
By resignation and acceptance thereof;
By a dismissal for cause;
By a decision of the Board of Regents that termination is necessary
because of financial exigencies of the institution; or
By a decision of the Board of Regents that termination is necessary due
to changed academic program needs resulting in a situation so that
there is no longer a teaching position available within the University
for which the faculty member is qualified.

The term of a faculty appointment for one year may be terminated prior to
the stated expiration date:
1. By resignation and acceptance thereof or
2. By dismissal for cause.
Causes for dismissal specified in Kentucky Revised statutes 164.360 are
incompetence, neglect of or refusal to perform duties, or immoral conduct.
A.

Procedure for Dismissal for Cause

A faculty member who has tenure or an unexpired probationary appointment
may be dismissed only for cause. statutory cause sufficient to support dismissal consists of incompetency, neglect of or refusal to perform duties, or
immoral conduct. Under the provisions of Kentucky Revised statutes 164.360,
Board of Regents' proceedings for dismissal of a faculty member can be initiated only upon written charges preferred by the President and shall be decided
upon in the manner provided therein.
In any case in which the President of the University has personal knowledge
of information sufficient to make an informed judgement that a faculty member
should be dismissed for cause, after informal notification of the faculty member involved, charges may be brought without further conSUltation as provided
by Kentucky Revised statutes 164.360(3).
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Any member of the University community other than the President who desires
to initiate charges in support of a proposed dismissal of a faculty member
shall initiate the proposed dismissal with the department head or office to
which the faculty member is assigned. The proposed dismissal shall be in the
form of a written signed statement of the facts relied upon to support one or
more of the statutory grounds for the proposed dismissal.
After informal notification of the faculty member involved, the department
head shall evaluate the proposal and submit a written recommendation to the
dean of the college. The dean of the college shall make an independent evaluation of the proposal and submit a written recommendation to the Vice President for Academic Affairs. The Vice President for Academic Affairs shall make
an independent evaluation and submit to the President of the University a
written recommendation together with the entire file.
If the President of the University determines that dismissal for cause
charges should be brought, charges shall be preferred as provided herein.
If the President of the University determines that additional information
is needed in order to make an informed judgement as to whether or not to file
charges, the file may be referred to the Advisory Committee on Facuity continuance for preliminary inquiry, consultation, and its reasoned advice and
reconunendation.
A genuine effort will be made by the Committee to resolve the entire matter
by informal methods of preliminary inquiry, consultation, discussion, and confidential mediation.
If the difficulty is unresolved informally within the
three weeks after receipt of the file, the Committee shall furnish the President with a written report containing its advice and recommendation as to
whether or not the President should prefer charges of cause for dismissal.
The report shall contain a statement of the Committee's specific reasons in
support of its advice and recommendation.
In any case in which the President decides that procedures for dismissal
for cause are appropriate, the President shall forward to the Board of Regents
a written recommendation of dismissal. The President's letter to the Board of
Regents recommending dismissal is to be accompanied by a formal written
complaint setting forth specifically the nature of the factual information
constituting grounds for dismissal. A copy of the complaint will be sent to
the faculty member who is being charged.
In transmitting a copy of the
complaint to the faculty member being charged, the President shall advise the
faculty member of the following:

c

a. That the attached charges have been preferred against the faculty member to
the Board of Regents;
b. That a written answer to the charges is required to be filed with the
Secretary of the Board of Regents;
c. That the faculty member's answer to the charges may be either an admission
or a denial of the charges; and
d. That the faculty member has a right to be heard by the Board of Regents and
to present testimony personally or through counsel.

•

If the charged faculty member fails or refuses to file the required written
answer to the charge with the Secretary of the Board of Regents within ten
(10) days after receipt of notice of the charges, or if the faculty member's
answer admits the charges, proceedings will terminate and an order of
dismissal entered.
If a faculty member being charged files an answer denying the charges, a
hearing by the Board will be set and heard at a designated place, time, and
date, but not sooner than three weeks after written notice of the charges has
been received by the faculty member.
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The proceedings at the hearing shall be transcribed and permanent record
kept of the charges, notices, and other actions.
The proceedings are not governed by formal, legal rules of procedure and
evidence. The Board may consider any information of a kind that has a probative value. The following agenda will be maintained:
a.
b.
c.
d.
e.

Entry of appearances of the parties and witnesses;
statement of charges by counsel for the University;
Entry of the faculty'member's denial of the charges;
Presentation of evidence by the President or a designated representative;
opportunity for the faculty member or counsel to present evidence refuting
the charges;
f. summation or statement on behalf of the University by the President or a
designated representative or counsel; and
g. summation or statement by the charged faculty member or counsel;
h. Decision and vote in executive session by the Board of Regents;
1. Exonerating faculty member, or
2. Approving the President's recommendations to dismiss faculty member, or
3. Other appropriate sanctions.

•

If the Board of Regents decides to apply sanctions, the President shall
issue a formal letter of notification and shall advise the appropriate
officials of the University.

B. Procedure for Termination Due to Financial Exigency
The Board of Regents has a paramount statutory duty to the people of
Kentucky to maintain a quality educational program, but within the means of
available financial resources as determined by the Council on Higher
Education, the Governor, and the General Assembly. Accordingly, determination
of the existence of financial exigency requiring economy measures is a
prerogative reserved for the Board and will not be delegated.
However, the Board is fully aware of the fact that adjustments to the
financial crisis that include lay-off or termination of tenured faculty
members is a matter of gravity and requires deliberate and thoroughly
considered balancing of the public and private interests. Misunderstandings
and disputes in such situations tend to dissipate the purpose, spirit, and
academic climate of the institution, and to increase costs in time and money.
Therefore, the Board of Regents will exercise its prerogative to terminate
tenured appointments because of financial exigency only under severe conditions, and after a determination that alternative economy measures to maintain
a quality educational program are not feasible under the prevailing
circumstances.
Determination that a financial exigency exists of sufficient severity to
require layoffs and terminations will be made by the Board upon the basis of a
thorough analysis of institutional needs and requirements and available
resources especially prepared by the President.
In making specific recommendations for termination of individual tenured
facul ty appointments required by financial exigency, the President shall take
into account the following equitable considerations:
1. If

funded vacancies exist, reasonable effort will be made to offer the
tenured faculty member concerned another existing position within the
institution for which the tenured faculty member is qualified by education
and experience; and
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2. In the event of the termination of a tenured faculty member, that faculty
member will not be replaced:
a. For a period of two years by another person of comparable
qualifications at the same or higher salary without first offering
reinstatement to the terminated tenured faculty member and allowing a
reasonable time for acceptance;
b. By another person at a reduced level of compensation without first
offering the opportunity to continue at the reduced compensation to the
tenured faculty member concerned and allowing a reasonable time for
acceptance.
3. In the event of decisions to terminate faculty as a result of financial
exigency, unless serious program distortion would result, tenured faculty
members will have preference of retention over non-tenured faculty
members. The following sequence will be observed:
a. Tenured faculty of superior academic rank· would have preference of
retention over tenured faculty of lesser rank.
b. A faculty member who had attained tenure prior to another faculty
member of the same rank would have preference of retention over the
latter faculty member.
c. If tenure and rank considerations are the same for two faculty members,
i.e., they both were tenured on the same date and were promoted to
their current rank on the same date, the faculty member with the longer
period of employment with Western would have retention preference.
The President shall send to each tenured faculty member recommended for
termination because of financial exigency a written notice of the Board's
initial decision to make such a termination. The notice shall include:
A statement of the basis for the initial decision to terminate tenured
faculty members;
2 A description of the manner in which the decision to terminate this
particular tenured faculty member was made; and
3. A statement that the tenured faculty member will be provided an opportunity
to have the particular decision affecting the faculty member reconsidered
by the President with the advice of the Advisory Committee on Faculty
continuance.

1.

o

"

The President shall also provide for disclosure to each such tenured
faculty member and to the Advisory Committee on Faculty Continuance information and data upon which the institution based its initial decision that
financial exigency required termination of tenured faculty members.
A tenured faculty member who receives official notice of termination
because of financial exigency may secure reconsideration of the decision by
filing a request with the President within thirty (30) days after receipt of
notice.
A request shall be in writing and state facts that, if proved, would show
that, given the chain of decisions which preceded the ultimate decision
designating that tenured faculty member by name for termination, the ultimate
decision was nevertheless arbitrary, capricious, or unreasonable.
The President shall refer the request to the Advisory Committee on Faculty
Continuance for its reasoned advice and recommendation. The Advisory Committee on Faculty continuance shall proceed to consider the information furnished
by the President to the tenured faculty member and provide the tenured faculty
member an opportunity to furnish written information or statements tending to
prove the accuracy and correctness of the facts stated in the case.
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A genuine effort will be made to resolve the entire matter by informal
methods of preliminary inquiry, consultation, discussion, and confidential
mediation. No formal evidentiary hearing of an adversary nature will be conducted on such a complaint. If the difficulty is not resolved within three
weeks, the Committee shall submit to the President a written report containing
its advice and recommendation with a supporting statement of its specific
reasons. After consideration of the report, the President shall make a recommendation to the Board.
C.

Procedure for Termination or Lay-off Due to Changing Program Needs

As in the case of the determination of the existence of financial exigency,
the Board of Regents is also aware that adjustments to program need changes
require deliberate and thoughtful planning and discussion.
Therefore, the
Board of Regents will terminate tenured faculty appointments because of
program need change only after a determination that such changes are necessary
and desirable.
In making specific recommendations for termination of individual tenured
faculty appointments required by changing program needs, the President shall
take into account the following considerations:
1. If funded vacancies exist, reasonable effort will be made to offer the
tenured faculty member concerned another existing position within- the
institution for which the tenured faculty member is qualified by education
and experience; and
2. In the event of the termination of a tenured faculty member, that faculty
member will not be replaced;
a. For a period of two years by another person of comparable qualifications at the same or higher salary without first offering reinstatement
to the terminated tenured faculty member and allowing a reasonable time
for acceptance;
b. By another person at a reduced level of compensation without first
having offered the opportunity to continue at the reduced compensation
to the tenured faculty member concerned and allowing a reasonable time
for acceptance.
3. In the event of decisions to terminate faculty as a result of changing
program needs, unless serious program distortion would result, tenured
faculty members will have preference of retention over non-tenured faculty
members. The following sequence will be observed:
a. Tenured faculty of superior academic rank would have preference of
retention over tenured faculty of lesser rank.
b. A faculty member who had attained tenure prior to another faculty member
of the same rank would have preference of retention over the latter
faculty member.
c. If tenure and rank considerations are the same for two faculty members,
i.e., they both were tenured on the same date and were promoted to their
current rank on the same date, the faculty member with the longer period
of employment with Western would have retention preference.
4. Tenured faculty shall be given notification of one year beyond the date on
the face of the current contract.
The President shall send to each tenured faculty member recommended for
termination because of program need change notice of the Board' s decision to
terminate. The notice shall include a statement that the tenured faculty member will be provided an opportunity to have the particular decision affecting
the tenured faculty member reconsidered by the President with the advice of
the Advisory Committee on Faculty Continuance.
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The President shall also provide for disclosure to each such tenured
faculty member and to the Advisory Committee on Faculty Continuance information and data upon which the institution based its initial decision that
changed program needs required termination of tenured faculty members.
A tenured faculty member who receives official notice of termination
because of changed program needs may secure reconsideration of the decision by
filing a request with the President within thirty (30) days after receipt of
notice.
The request shall be in writing and state facts that, if proved, would show
that, given the chain of decisions which preceded the ultimate decision designating that tenured faculty member by name for termination, the ultimate decision was nevertheless arbitrary, capricious, or unreasonable.
The President shall refer the request to the Advisory Committee on Faculty
Continuance for its reasoned advice and recommendation.
The Advisory Committee on Faculty continuance shall proceed to consider the
information furnished by the President to the tenured faculty member, and provide the tenured faculty member an opportunity to furnish it written information or statements tending to prove the accuracy and correctness of the facts
stated in the request.
A genuine effort will be made to resolve the entire matter by informal
methods of preliminary inquiry, consultation, discussion, and confidential
mediation. No formal evidentiary hearing of an adversary nature will be conducted on such a request.
If the difficulty is not resolved within three
weeks, the Committee shall submit to the President a written report containing
its advice and recommendation with a supporting statement of its specific
reasons. After consideration of the report, the President shall make a recommendation to the Board.
OTHER FACULTY POLICIES
Sabbatical Leaves - University policy provides for the granting of sabbatical leaves for the purpose of professional improvement of the faculty. Such
leaves are not automatic with tenure or the accumulation of years of service
and are regulated by budgetary, legal and other considerations.
To be eligible for a sabbatical leave, a faculty member shall have the rank
of assistant professor or above, shall have tenure, and shall have completed
six continuous full academic years of service at the University. Normally.
sabbatical leaves are granted for either one full semester at full payor two
semesters at one-half pay. Summer sabbaticals may be granted only with special approval in exceptional cases.
Applications for leaves must be submitted in writing during the fall
semester of the academic year preceding the date the leave would begin by a
date specified annually by the Office of Academic Affairs. The application
must include a general outline of the applicant's proposed activities for the
period of the leave, including some indication of their contribution to
professional improvement, and must be endorsed by the department head.
Applications are forwarded to a College Sabbatical Review Committee composed of one representative elected from among the tenured faculty members of
each department in the College. These committees will evaluate proposals and
submit their recommendations as to the relative merits of the proposals to the
respective college deans. Each dean shall then submit his/her recommendations
to the Vice President for Academic Affairs for review. After consultation
with the respective deans, the Vice President for Academic Affairs shall make
recommendations to the President, who is responsible for final recommendations
to the Board of Regents for official approval.

-27-

Any major modification of plans by a leave recipient must be approved by
the College Sabbatical Review Committee.
Faculty members with approved
academic-year sabbaticals may not change to one-semester sabbaticals.
Faculty members holding administrative positions are eligible for sabbatical leaves, and a number of them proportionate to the number of eligible
faculty members having no administrative duties receiving sabbaticals in any
academic year may be recommended by the President to receive such leaves. The
Council of Academic Deans serves as a review committee for administrative
applications prior to their submission to the President for consideration.
within thirty (30) days after completion of the sabbatical leave, the
faculty member shall submit a written report to the College Sabbatical
Advisory Committee with copies to the Vice President for Academic Affairs and
the appropriate dean and department head on the activities engaged in during
the leave period.
Leaves of Absence - Leaves of absence may be granted to persons involved
in special assignments or professional improvement programs, or engaging in
additional study. Special consideration is given to applications from persons
desiring leaves for work on advanced degrees. Each application for leave is
considered on its individual merits.
Summer Fellowships - Faculty members holding regular, full-time positions
at Western are eligible to apply for fellowships for the summer term. Such
fellowships are awarded on a competitive basis.
Proposals for the summer fellowships are considered once a year and are to
be submitted in the fall semester by a date specified annually by the Office
of Academic Affairs.
Awards will normally be announced by February 1.
Fellowships may be renewable for a consecutive summer if deemed justified by
the Faculty Research Committee.
Faculty members on leave status are not eligible to apply for a summer
fellowship. For purpose of eligibility, faculty members returning from sabbatical leaves must complete two full years of service before applying. SUmmer
fellowships are not to be used for preparing theses or dissertations to meet
degree requirements.
Summer fellowships are granted in the amount of $3,000.
Optional Retirement Policy
An optional retirement policy is being
proposed for a trial period of four years during which evaluation will be made
relative to its continuance, revision, or cancellation (Approved by the Board
of Regents, January 26, 1985).
1. Under this program a faculty member may be offered the opportunity to

teach a minimum of 6 and a maximum of 12 semester hours per year (as
permitted by KTRS). For each credit hour taught, compensation shall be
at a rate of three and one-eighth percent of his or her salary prior to
participation in the modified program. l
The base salary should be
increased annually by at least as much as the average increase in salary
received by full-time faculty.
Those who
placed in
maintained
birthday.

are acccepted in the modified retirement program will be
a special tenured faculty category; that status would be
for a maximum period of five years or until the person's 70th
During this period the faculty member will receive, in

lAt such a rate the retiree could earn up to 37.5% (or 3-118% times 12
hours) of his or her total salary.
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addition to the aforementioned salary, all appropriate staff benefits
except health insurance.
After the special tenured faculty category
period, the faculty member will be fully retired.
2. Faculty candidates for optional retirement should be given priority in
receiving summer teaching assignments during the summer before the year
of retirement.
3. Faculty interested in participating in the optional Retirement Program
should make a written request to the head of the department, who will
forward it with his/her recommendation to the dean of the college. The
request and the recommendation of the dean is transmitted to the Vice
President for Academic Affairs.
The Vice President sends to the
President those requests that are recommended for funding.
The Board of Regents considers the requests recommended by the President. The
best interest of the University, as related to its educational programs and
mission, must be considered in the application of this policy.
Faculty Evaluation - Each faculty member is evaluated by the department
head on the bases of effectiveness as a teacher; relationship with students
and with colleagues; cooperation in departmental, college and university activities; research; public service; and continuing professional development.
The department head forwards a recommendation relative to salary increment,
promotion, and/or tenure to the college dean, who makes a similar evaluation
and forwards his/her recommendation and the recommendation of the department
head to the Vice President for Academic Affairs.
The President receives a
recommendation from the Vice President for Academic Affairs and forwards his/
her own recommendation to the Board of Regents, which makes the final decision
on such matters.
Faculty and Staff Meetings - Meetings of the faculty and staff are held
periodically. These meetings are devoted to matters of professional interest,
announcements, and business affairs of concern to the University.
Called
meetings are held as circumstances require. It is an assigned responsibility
for each member of the faculty and staff to be present at these meetings.
Graduate Faculty Selection - All courses offered for graduate credit at
Western Kentucky University must be taught by graduate faculty.
1.
Requirements
for Graduate Faculty
appointment:
Nominations
and
recommendations are based on evidence of teaching effectiveness,
scholarly or creative achievement, and University and public service.
A.

Teaching effectiveness:
Department heads and deans recommending a
candidate for Graduate Faculty membership will submit a written
endorsement of the candidate's teaching effectiveness.
Candidates
may supplement this endorsement with such evidence as assessments
routinely included in the process for promotion, tenure, and salary
recommendations or student evaluation results.
Membership is
limited to demonstrably conscientious and effective teachers.
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B.

C.

II.

Scholarly and creative achievement:
Productive scholarship or
creative activity is a special requisite for Graduate Faculty
membership.
Appointees
must have
a record
of consistent
productivity in their academic areas and must have made
contributions to their professional fields.
Credentials of
applicants will be examined for documented evidence of high-quality
attainments such as relevant books and articles in respected
journals and anthologies; papers read at professional meetings;
artistic or performance achievements; or technical or non-print
credits.l.
University and public service: Candidates for membership will be
expected to show a history of involvement with campus committees and
councils and/or service to the wider public where their professional
training makes such service particularly appropriate.

Categories of Membership
A.

Regular membership.
To qualify for regular membership on the
Graduate Faculty, ~ faculty member must:
1. hold!n appropriate terminal degree in the teaching field;
2. hold the rank of associate professor or above;
3. have at least three years graduate level teaching experience;
4. have a solid record of effective teaching, (I.A.)
5. present a record of high-quality scholarly and creative
achievement, (I.B.)
6. have a history of acceptable University and public service,
(I.C.)

B.

Associate Membership. To qualify for associate membership on the
Graduate Faculty, a faculty member must
1. hold an appropriate terminal degree in the teaching field
2. hold the rank of assistant professor or above
3. have at least one year's full-time teaching experience at t.he
senior college level or provide evidence of appropriate related
experience;
4. show evidence of effective teaching (I.A.);
5. present evidence of high quality scholarly and creative activity
that would lead to eventual regular membership, (I.B.);
6. be involved in University and public service, (I.C.).

Associate membership is limited to a maximum of two terms.
C.

III.

Adjunct membership.
Individuals who
do not
have
regular
appointments to Western Kentucky University may be approved for
Adjunct Membership on the Graduate Faculty.
Candidates for
appointment to Adjunct Membership must either meet the requirements
for Associate or Regular Membership or present equally notable
qualifications based on education and experience specific to the
assignment.
Adjunct membership is for a specified term(s) or
course(s) only.

Appointment Procedures. Recommendation is initiated by the department
head with the concurrence of the graduate faculty of the department.
The recommendation must then be approved by the college dean and
graduate dean before being acted upon by the Graduate Council.
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IV.

Requirements for Reappointment
Regular and associate membership appointments expire at the end of four
years, at which time an application for a new appointment is required.
Requirements and procedures for reappointment include those for the
original appointment. Only the candidates' records for the last four
years (accomplishments during the, previous term on the Graduate Faculty)
will be considered in deciding on reappointment.
Candidates for
reappointment should show evidence of involvement in graduate programs
during the previous term.
Examples of involvement include teaching
graduate classes, directing theses/specialist projects, and serving as
major advisor and/or committee member for graduate students. Faculty
members who do not meet the requirements for reappointment may be given
one two-year extension to improve their qualifications.

V.

Reinstatement of Membership.
Following a termination of Regular or
Associate membership, reinstatement requires that all qualifications for
Regular Membership be met.

VI.

Any graduate faculty appointment made other than as provided herein
shall require written justification that such action will serve the best
interest of the graduate program and shall follow the appointment
procedure as state in III.

Completion of Doctorate or Master's Degree - Faculty appointed to the
university after January 1, 1985, who have not completed a Ph.D. will receive
a letter of appointment which specifies the conditions under which a salary
adjustment will be made and the appropriate amounts involved.
Faculty
employed prior to January 1, 1985, who complete all requirements for the
doctorate or master's degree after August 16 may receive the stipUlated salary
adjustment to the doctoral or master's level on October 1, November 1,
February 1, or March 1. If the degree requirements are completed after March
1 but before August 16, the adjustment in salary will be effective on August
16 of the following academic year. The adjustment in the salary will be made
after the Office of Academic Affairs receives certification from the
appropriate official of the Graduate School where the degree requirements have
been completed.
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Facult.y Hembers Appoint.ed t.o Doctoral Positions Prior t.o Completing t.he
Doct.oral Degree - Before a facult.y member working on t.he doct.orat.e is
appoint.ed by Western t.o a position requiring a doct.orat.e, t.he faculty member's
graduat.e advisor should send a let.t.er t.o West.ern st.at.ing t.he facult.y member's
progress and t.he probable dat.e of completion of t.he doct.oral degree. I f t.he
facult.y member is hired before complet.ing t.he degree, t.he original cont.ract
should stat.e that a review separate from the regular annual evaluation will be
held during t.he fall semest.er of t.he second year at. West.ern (if t.he faculty
member is still employed at the time) to determine progress toward the completion of the degree. A final review concerning doctoral progress will be held
during the fall semester of the third year. If the degree is not completed by
the end of t.he t.hird year, the faculty member will not. be rehired for a doctoral position for the fourth year.
Guidelines on Facult.y Load Responsibilities
1. Among the components of t.he total work load of the faculty member are
classroom and laboratory instruction; scholarly activit.ies including
research and creative endeavors; st.udent. consult.at.ion and advising; assisting in the administ.rat.ion of t.he work of t.he depart.ment. or college; service
on depart.ment.al, college or Universit.y committ.ees; represent.ing t.he Universit.y in a service or consultat.ive role to schools, governmental or out.side
agencies; and ot.her duties incident.al t.o t.he above or as assigned by t.he
head of t.he depart.ment., dean of t.he college, Vice President. for Academic
Affairs, or t.he President.. The faculty member will part.icipat.e in t.he
evening (or Saturday or ext.ension) inst.ruct.ional program(s) upon request of
t.he depart.ment. head.
2. The cont.ract. requires of the facult.y member complet.e fulfillment. of responsibilit.ies t.o the academic objectives of t.he University, college, department., and discipline. OUt.side responsibilit.ies or personal act.ivit.ies and
int.erests must. in no way conflict. wit.h t.he primary obligations of t.he
facult.y member to t.he Universit.y. Out.side professional obligat.ions such as
paid consult.ing or similar contract.ual endeavors may be assumed only upon
t.he approval of t.he depart.ment. head, t.he dean of t.he college, t.he Vice
President. for Academic Affairs and, when necessary, t.he President. These
act.ivit.ies should in no way int.erfere wit.h t.he facult.y member meet.ing his/
her obligat.ions t.o t.he Universit.y.
Personalobligat.ions which int.erfere
wit.h t.he facult.y member's fulfilling t.ot.al facult.y responsibilities must. be
avoided unless provision is made in a special, less-t.han-full-t.ime cont.ract.
3. The Universit.y provides t.he facult.y member wit.h office space t.o facilitate
meet.ing professional responsibilit.ies.
These responsibilities include
part.icipat.ion in depart.mental and college business; consult.ing wit.h,
assist.ing,
and advising st.udent.s;
and scholarly act.ivities.
The
maint.enance of office hours for t.hese purposes is a professional
responsibilit.y and hours should be sufficient. to fulfill t.he aforement.ioned
obligat.ions.
4. The facult.y member's normal t.eaching load is 24 semest.er hours per academic
year.
5. Graduat.e faculty members have t.eaching assignment.s of 18-24 hours per
academic year. Those wit.h full-t.ime graduat.e inst.ruct.ion commit.ment.s have
teaching assignment.s of 18-21 hours, whereas t.hose wit.h part.-time graduat.e
inst.ruction commitment.s have t.eaching assignment.s of 18-24 hours. Within
these ranges, t.eaching loads less t.han t.he respect.ive maximums must. be
iust.ified by productive research or creative activit.y equivalent. t.o t.he
oad reduct.ion involved.
The graduat.e facult.y member requesting a load
adjust.ment. must. present to the depart.ment. head a comprehensive writt.en
out.line and st.atement. of objectives for t.he research or creative act.ivity
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5. on which the adjustment is to be based. The department head and college
dean will assess the proposed project according to the specific criteria
applied to scholarly and creative achievements. At the conclusion of
the academic year in which a load adjustment has been granted, the
faculty member must submit a full progress report to the department head
and college dean. This report will be included as a part of the faculty
member's annual review and will be taken into consideration when further
load adjustments are under discussion.
6. Teaching
load credit
for
laboratory
courses
and for special
instructional programs in which semester hour equivalents are not
applicable is computed according to an approved formula established by
the University after the circumstances of the particular course of study
are evaluated.
Factors taken into consideration are the supervision
required of the instructor, the number of laboratory assistants
available, the level of instruction, and similar factors. Twenty-four
contact hours in laboratory-type classes constitute a full-time teaching
load for a semester.
Teaching load credit for the supervision of
special readings, research and directed study courses may be assigned on
the basis of one credit hour for each three students (9 student credit
hours) .
7. For the improvement of instruction and for the professional advancement
of the faculty through research and ser- vice activities, special
faculty assignments may be approved on a limited basis in accordance
with the following guidelines:
a. In evaluating the justification for teaching load adjustments or
assignment of special assistance as a means of instructional
improvement, the department head and dean of the college may
consider such factors as total student load, level of instruction,
contact hours, number and complexity of course preparations, and
other similar fac- tors. Normally, a faculty member teaching nine
semester hours would not be eligible for any additional load
adjustment.
The department head shall initiate and justify all
reconunendations for load reductions in this category which he/she
submits to the dean of the college for approval.
b. The dean of the college shall carefully evaluate the impact of such
assignments on the educational program and class schedule of the
department. If it is determined that a direct budgetary allocation
is necessary, the approval of the Vice President for. Academic
Affairs will be required.
c. Normally, requests for a special assignment for research or service
activity are initiated by the faculty member, who is required to
pre- sent to the department head a comprehensive outline and
statement of objectives for the proposed project. At the conclusion
of a semester during which a special assignment has been pursued,
the faculty member shall submit a full progress report to the
department head and the college dean. The college dean shall submit
each semester a sununary of these reports to the Vice President for
Academic Affairs. For the guidance of the department head and the
dean of the college the following factors are to be considered in
addition to more specific merits of the research or service proposal:
(1) The contribution that the activity will make to the professional
career of the individual or to the educational mission of the
University.
(2) The potential for acquiring outside financial support for the
project as a result of the special assignment.
(3) The implication of the proposal as it may relate to the University
conununity or to the service region and the patrons of the
University.
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(4)

The usefulness of the project for teaching, including the involvement of students in an educational context.
d. To insure relative uniformity of the application of these guidelines,
the following provisions shall apply to this category of faculty
assignments:
(1) within a month after the conclusion of registration, all such
assignments shall be verified to the Vice President for Academic
Affairs by the dean of the college.
(2) All special assignments for research and service activities shall
be made on a tentative basis not later than two months prior to the
registration date for the next semester. Such assignments may be
finalized during the registration process.
Preference shall be
given to those projects which may be pursued during the semester of
least enrollment for the particular department.
(3) All special faculty assignments in terms of total semester-hour
load adjustment should not exceed 3.5 percent of the number of
semester hours taught by the faculty of the University during the
most recent comparable semester
e. Special faculty assignments which involve an adjustment of teaching load
for administrative responsibilities within a department or college fall
in a separate category and must be approved in advance by the dean of
the college and the Vice President for Academic Affairs.
8. Department heads normally teach twelve semester hours each year depending
upon the size and complexity of the program and staff in the department.
Special circumstances may justify deviation from this guideline, in which
case the dean of the college should provide proper justification. Academic
deans normally are expected to teach one class or perform the equivalent in
other duties each semester. Associate and assistant deans teach from one to
two
classes
each
semester· dependent
upon
the
extent
of
their.
responsibilities.
9. In addition to the provisions for special assignments (see number 7 above),
load or salary consideration for research or service activities may be
authorized under the following circumstances:
a. When a funded project provides a budget for a portion of the faculty
member's time;
b. When a Summer Research Fellowship is granted by the University upon
recommendation of the Faculty Research Committee to provide for a
research assignment with stipend during a summer session.
Course Syllabi or OUtlines - Course outlines are submitted to the Academic Council when new courses are approved and filed with the Vice President
for Academic Affairs and the dean of the college concerned. The scope and
content of multi-section courses taught by more than one instructor are expected to be coordinated by the department head to insure relative uniformity.
Copies of current course syllabi are to be kept in the department office.
Field Trips - Fields trips which are listed as part of the course description in the University Bulletin Catalog are considered "regular field
trips" and require only that the department head, the college dean, and the
Dean of Student Affairs be notified and provided a list of students making the
trip.
Trips not listed as part of a catalog course description are "special
field trips" and require approval through a "Request for Special Field Trip
Approval" form.
Copies of this approval form may be obtained from the
departmental or college office.
It is important that each faculty member supervising any field trip ascertain that the trip constitutes an authorized University activity in accordance
with the above paragraph.
Participation in a non-authorized activity would
expose the faculty member to the risk of personal legal liability.
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Tests and Examinations
Testing and examining procedures are left
largely to the individual faculty member; but University policy states that,
at the beginning of each course, the professor will inform each student in
writing regarding the factors to be considered in determining grades and the
specific weight to be assigned to each of the factors.
A schedule of final examinations is produced in the official class schedule
bulletin at the beginning of each semester. All finals must be conducted at
the periods scheduled unless special arrangements for deviation from the
schedule have been made with the department head and approved by the dean of
the college concerned.
Grading
In the system of grading employed by the University, the
letters A, B, C, D, F, and X are used by faculty members to indicate the
achievement or status of students in their courses; in addition, the Registrar
employs the letters W, NR, and NG in certain specific circum- stances. These
letters have the following meanings:
A -Excellent, valued at four quality points for each semester hour
B -Good, valued at three quality points for each semester hour
C -Average, valued at two quality points for each semester hour
D -Below average, unsatisfactory, indicates deficiency, valued at one
quality point for each semester hour, but gives credit for graduation
provided that with such credits the student's overall scholastic
standing is 2.0 or more.
F
-Failure, valued at no semester hours completed and no quality points
X -Incomplete
W -Withdrew
NR -No grade reported by instructor
NG -Used for certain laboratory experiences and
for maintaining
matriculation during the thesis writing process.
At the undergraduate level, credit can be earned in a course in which a
grade of F has been made only by repeating the course in residence.
A grade of X (incomplete) is given only when some relatively small amount
of work is not completed because of illness or some other reason satisfactory
to the instructor. A grade of X (incomplete) will automatically become an F
unless removed within 12 weeks of the next full semester regardless of whether
the student re-enrolls. The grade is not to be used under any circumstances
as a substitute for F.
At the graduate or master's level, grades lower than C may not be used in
meeting degree or non-degree program requirements.
Except in the case of
theses or specialist projects, the grade of X (incomplete) becomes F on the
student's transcript if the work is not completed within one calendar year.
Thereafter, the gradepoint average will include the F. In the case of theses
(599) and specialist projects (699), a grade of X must be reported for each
enrollment period prior to submission of the approved thesis or specialist
project to the Graduate College after which the grade may be changed.
A student's grades become a part of the official record at the University
and are treated confidentially. Except at the student's request, grades will
be available only for faculty advisement or other professional uses.
Academic Advising - Faculty advisors are assigned to new students prior
to the initial registration. stUdents who have chosen a major field of study
are assisted by faculty advisors from the college and academic department that
offers the major.
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The Director of Undergraduate Advisement coordinates academic advising
among undergraduate colleges and departments.
In addition, the Office of
undergraduate Advisement provides academic advising for all students who have
not decided on a specific major.
Advisors assist students in selecting courses each semester to fulfill
general education requirements, pre-major requirements, and major and minor
requirements for graduation.
students desiring to change majors and/or change advisors should obtain an
official change form in the Office of Undergraduate Advisement.
students are expected to work with a faculty advisor in preparing an
official "Undergraduate Degree Program" form to be submitted at the beginning
of the junior year. Listed on the form are all courses "completed" and all
courses "to be taken" to complete the course requirements for a baccalaureate
degree.
Office Hours - Faculty members are expected to post class schedules and
office hours. Faculty members have a responsibility to provide the department
head and students each semester with their office hour schedules. Inability
to meet classes or to maintain office hours should be reported to the
department head.
Absence from Work
All faculty members are expected to meet their
classes regularly and promptly at the scheduled time.
The department head
should be notified immediately of illness, death in the family, or other
emergencies necessitating absence from the campus.
Sick leave and annual
leave are not provided for nine-month faculty appointments.
Smoking - In accordance with state fire and insurance regulations, it is
a University policy that there be no smoking in classrooms, laboratories,
elevators, and all other areas designated by no smoking signs. Department
heads and all other faculty members are charged with the responsibility of
enforcing this regulation in their respective areas.
Faculty Grievance Procedure
I.

Purpose
presenting
considered
established

To allow an individual faculty member a procedure for
a grievance, without fear of reprisal, and having it
in an expeditious and orderly process.
The procedure
herein is advisory and is not an adjudicatory process.

II.

Definition of Grievance
An allegation that there has been a
violation, misinterpretation, or improper application of existing
policies, rules, regulations, practices, and/or procedures or a complaint that a faculty member has been treated unfairly or inequitably
or has been unreasonably hindered in the performance of his/her duties.

III.

Appeal Through Administrative Channels - Every effort ought first to
be made to resolve the matter informally by conversation with the
department head, dean, or Vice President for Academic Affairs. If the
faculty member wishes to pursue the grievance, the grievance must then
be filed in writing within thirty days after its occurrence at the
nearest administrative level.
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If a grievance cannot be resolved at the nearest administrative level,
a faculty member may request review at successively higher administrative levels - dean, Vice President for Academic Affairs, and President.
IV.

Appeal Through Advisory Committee on Faculty Grievance

A.

Establishment of Committee - The President shall appoint an Advisory
Committee on Faculty Grievance. The Committee shall be drawn from the
same pool chosen for the Advisory Committee on Faculty Continuance.

B.

Sel~tion - The Committee shall be a standing committee of five (5)
tend'red faculty members selected annually from a list by lot.
A
faculty member shall not participate in a case involving a faculty
member from the same department; and a member chosen shall remove
himself/herself either at the request of the party or on his/her own·
initiative, if he/she deems himself/herself disqualified because of
bias or interest. Each party shall have a maximum of two (2) challenges without stated cause. Supplementary selections and lists shall
proceed in the same manner until an accepted committee is constituted.

The Committee shall designate one (1) member as Chairperson.
C.

Procedures - When a faculty member has been unable to achieve satisfactory resolution from the department head (director), dean, and/ or Vice
President for Academic Affairs, he/she may request a review by the Committee through the President. The request for a review must be submit~
ted in writing, together with a statement of the grievance.
Upon
receipt of the grievance, the President shall have the Advisory Committee on Faculty Grievance convene through the procedures described
above. The Committee will not review in this way matters for which
other formal procedures have been specifically outlined in the Faculty
Handbook:
(1) allegations of discrimination due to race, sex, religion, national origin, age, handicap, or veteran status; (2) dismissal
from employment before a stipulated time of service has been completed
or without the minimal advance notice specified for termination of
probationary faculty; (3) allegations that the nonrenewal of a probationary faculty member constitutes a violation of academic freedom; and
(4) termination of tenured faculty.
The Committee after a preliminary investigation, and upon a vote of a
majority of its members, may rule that a particular grievance does not
merit review by the Committee. When it has been determined that a
grievance lies within the scope of the Committee, the Chairperson shall
initiate a Committee review by notifying all appropriate parties of the
review procedure to be followed. The Committee shall be empowered to
request any and all parties to submit evidence related to the grievance. This review shall be completed within 45 days, excluding official holidays and vacations.
At the conclusion of the review, the
Committee will forward a written report of its findings to the
President and to the faculty member.
The written decision of the
President shall be forwarded to the Chairperson of the Committee and to
the faculty member. If the President does not accept all or part of
the findings and recommendations of the Committee, he/she will include
in the decision the reasons for not doing so.
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The decision of the President is final.
IV.

Annual Report - At the end of each academic year, the President shall
provide a written report to the Board of Regents regarding the number
and type of cases presented in the preceding year. The report shall
include the Committee's recommendations for each case and its final
disposition.
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PROFESSIONAL RESPONSIBILITIES AND FUNCTIONS
Academic Freedom - The University subscribes to the following principles:
(1) ,faculty members are entitled to freedom in the classroom in discussing
their disciplines and in selecting teaching aids and library materials, (2)
faculty members are entitled in their areas of specialization to freedom in
research and investigation and in the publication of results; and (3) faculty
members are entitled to freedom in participating as responsible citizens in
community affairs.
The above statement is not to be interpreted as protective of an incompetent or negligent faculty member, nor does it prevent the University from
evaluating the work of each faculty member. Faculty members should not introduce into their teaching controversial issues which have no relation to the
subject matter. As representative of a learned profession and of the university, they should remember that the public may j~dge the profession and the
University by their utterances and behavior. Therefore, they should strive at
all times to be accurate, to exercise appropriate restraint, to show respect
for the opinions of others, and to indicate that in voicing their personal
opinions they do not represent the institution. Faculty members should recognize the right and responsibility of their departmental colleagues to review
the selection of teaching materials to insure quality and uniformity of
instruction and to insure that budgetary limitations are acknowledged.
Professional Growth - It is the policy of the university to encourage the
continuous professional growth and development of its faculty members through
additional graduate study, research, membership in professional organizations,
and attendance at professional meetings and workshops. Requests for leaves of
absence for continued study or professional improvement are carefully considered and have normally been approved when feasible. Persons with less than
the generally recognized terminal degree in their area of specialization are
encouraged to continue work toward that degree whenever possible. In general,
the University expects the individual faculty member to take the initiative in
identifying and meeting his/her own professional growth needs.
Faculty Development FUnds - The University, through the Faculty Development Committee, makes limited monetary assistance available to full-time
faculty. Funding, in variable amounts, is awarded on a competitive basis in
two categories:
Individual Developmental FUnding and Unit Developmental
Funding. As a general rule, funding provided during a fiscal year will not
exceed $500 for an individual grant and $1,000 for a unit grant. The Faculty
Development Committee meets monthly.
Guidelines and application forms are
available upon request in the Office of Academic Affairs.
Participation in Professional and Learned Societies
The University
encourages faculty members to join and participate in the activities of professional organizations, associations, and societies. It is not the policy of
the university, however, to allow departmental funds to be used for membership fees, dues, or other assessments of such groups.
Research and Publication - The University encourages faculty members to
engage in research and to publish their scholarly efforts whenever possible.
The individual faculty member is completely free to undertake scholarly investigations in his/her area of specialization. However, research for outside
agencies and for pecuniary return must not interfere with regular University
duties. Thus, the department head and the college dean will be informed of
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such activities. Limited funds for faculty research are available through the
Faculty Research Committee and the university encourages faculty to seek
external research grants and contracts. The Office of Sponsored Programs is
available to assist faculty in locating external funding sources. Support for
research is also provided through the Office of Academic Computing and
Research Services.
Faculty Research Grant Funds - To encourage participation in research and
contributions to knowledge, the Faculty Research Committee administers University funds which have been made available for faculty research and development
projects.
Applications for these funds should conform to general guidelines
available in the Office of the Vice President for Academic Affairs. Grants
are awarded on a competitive basis in two categories:
Regular Faculty
Research Grants of variable amounts, awarded monthly; and Summer Fellowships
in the amount of $3,000, awarded annually (see page 28).
Unrestricted Development Funds - The Unrestricted Development Funds are
distributed at the discretion of the President to build academic quality and
student leadership. Among the priorities which have been established for distributing these funds are:
(1) matching external grants, (2) purchasing
equipment, (3) instructional development, (4) student and faculty recruitment,
(5) research, and (6) staff development and general enhancement of academic
programs.
specific guidelines and application procedures are available
through the Office of the President.
outside Employment- and Consultation - Normally, the primary responsibilities of the faculty member include classroom teaching, stUdent advisement,
research and writing, work on faculty committees and similar duties. However,
faculty members may undertake responsibilities above and beyond these duties
with prior approval of the University. A standard University form is available for submission of requests for such approval. It is assumed that preparation for and involvement in such activities will not interfere with the
faculty member's primary responsibility to the University and that care will
be taken to insure proper fulfillment of these obligations.
The following
guidelines govern such additional workload activities.
Extra-University Consulting and Other Professional Activity - Institutions of higher education and their professional employees are obligated to
encourage and assist with the transfer of knowledge from the University community to society in general. Activities such as those which are the subject
of this policy are a primary means of accomplishing this goal. In addition,
such activities provide the opportunity for individual professional development and enhancement of job satisfaction by those participating in them.
I t is the purpose of this policy to establish as an integral part of the
University program a means by which faculty and other personnel may participate in professional consulting and service activities while full-time
employees of the University.
Approval to participate in such activities will be granted according to
procedures outlined below, provided the purposes of the activity are clearly
identified and are found to be consistent with this and other University
policies.
Definitions. For the purpose of this policy, extra-University consulting
and other professional activity shall include those professional services
provided by an individual employee to an individual, agency, or firm for a
salary or for a fee.
such activity will not normally involve the use of
University material, equipment, or services, neither shall the name or image
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of the University be used in any manner to suggest institutional endorsement
or support of a non-University enterprise. Requests for participation in outside professional assignments that do involve use of other University personnel, facilities, material, or equipment should be performed on a contractual basis with the University rather than on an individual consulting basis.
Excluded from this policy are outside summer consulting and employment
activities by nine-month faculty members who have no summer term teaching
responsibilities and who seek to participate in such activities during the
period after spring commencement and prior to the beginning of the ensuing
fall term.
Also excluded from this policy are those "occasional or incidental" professional activities which do not conflict with the spirit or intent of this
policy and the procedures for implementing it.
"Occasional or incidental"
professional activities are one-time activities or services to organizations
other than the University, such as participation on agency proposal review
panels; site visit teams' voluntary services to professional organizations;
delivery of occasional lectures or seminars at other institutions; office or
telephone consultations of a brief duration or nature; reading and evaluation
of manuscripts or writing reviews; and serving as an expert witness or rendering of professional opinions in depositions. Since consulting activities may
be a component of faculty evaluation in the area of public service, it is the
responsibility of the individual employee to report consulting activities to
the administrative unit head regarding involvement in such occasional and
incidental services.
Procedures.
The variety of outside employment and consulting situations
available to the professional and the potential of these activities to detract
from the services contracted to the University require that each applicant and
his or her superior examine carefully each opportunity on an individual basis.
Written approval to participate in activities covered by this policy will
be provided when all of the following conditions are met:
1. The purposes of

the activity contribute to and are consistent with those
programs of the participant's department or unit.
2. Other normal University duties and responsibilities can be met without
reassignment to others.
3. There is no conflict of interest involved.

To initiate the request for approval, the employee must complete the standard form designed for that purpose. The following information must be provided:
the specific nature of the work to be performed and its relationship
to ongoing University purposes; an estimate of the amount of time involved;
the duration (and, if appropriate, the frequency) of the services to be
provided (hours, days, or months); and the specific hours, days or months
involved.
The request for prior approval shall be submitted for review to the participant's administrative unit head, who will subsequently forward it through
channels with a recommendation to the Vice President.
Such requests shall
become a matter of University record maintained in the Office of the Vice
President. That office shall review each request and the accompanying recommendations and approve them, provided they are consistent with the provisions
of this and other University policies and related administrative procedures.
The participant and those reviewing the request will be provided written notification of action by the Vice President.
Semiannually the Vice President shall report to the University President a
summary and analysis of requests received including a list of those approved
and disapproved.
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When activities covered by this policy are of a continuous or prolonged
nature (one semester or more) or when one person requests participation in
more than one such activity during an academic term, careful consideration
must be given to the proposed schedule of services as they relate to
designated responsibilities of the University employee.
Any long-term
involvement is subject to periodic review by the University, and a request for
approval must be filed at least annually (preferably at the start of each
academic year). The frequency and duration of professional activities shall
be the primary considerations in the review process.
Limitations.
Individuals subject to this policy whose annual working
appointment is for a period of 9 or 10 months are provided up to four (4)
working days per full calendar month for participation in the activities
covered by this policy while the University is in session. For individuals
holding a nine- or ten-month annual appointment who assume summer term
responsibilities with the University, one additional day per full calendar
week employed during the term of summer is available to participate in
activities covered by this policy.
University personnel subject to this policy who receive annual appointments
of 11 or 12 months are allowed up to four (4) working days in the calendar
month to participate in the activities covered by this policy. Because of the
importance of persons holding executive, administrative, and managerial positions to the daily operation of the University, these persons are urged to
limit such activities to periods when the University is not in session and
their services are less likely to be required.
Implementation and Interpretation. It is the intent of this policy to provide a framework within which decisions regarding the use and availability of
University resources can be made.
The employee-employer relationship that
exists between the University and its duly appointed personnel also provides a
basis for decisions regarding activities which are the subject of this
policy. I t is, therefore, the obligation of each person seeking to participate in such activities and his or her supervisors to share the responsibility
for following the procedures outlined above.
Internal Consulting, Participation in Funded Projects, and Supplemental
Pay - This policy establishes a means by which faculty and other professional
staff may participate in intra-University consulting and service activities
while a full-time employee of the University. Activities such as those which
are the subject of this policy provide the opportunity for individual professional development of those participating in them and are strongly encouraged.
Policy.
It is the policy of the University that incidental internal
consulting is normally considered to be included in the base pay of faculty,
professional nonfaculty, executive, administrative, and managerial personnel.
Additional or supplemental compensation is allowable in those unusual cases
when all of the following circumstances exist:
1. Services are performed in addition to those associated with the person's

salaried employment.
2. Services are provided across departmental lines.
3. Prior approval of the University has been obtained.
The rate of compensation for intra-University consulting must be consistent
with the fee or rate that normally would be paid to persons from outside the
University with equivalent credentials who would provide the same services.
In setting the rate of compensation, careful consideration must be given to
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possible sources of documentation that will indicate that the fee recommended
for the University employee is not more than that charged by external
conSUltants.
Procedures. All requests for advance approval of internal consulting must
be submitted to the administrative unit head or director and forwarded to him
or her through the appropriate dean or supervisor to the appropriate vice
president. The President of the University will act upon the request after
receiving the recommendations provided by the Vice President.
Supplementary pay for responsibilities accepted which relate to the program
and operation of a departmental unit during the summer term is covered under
other policies and procedures.
Except as cited above, all other supplementary pay, including that for
participation in funded projects, shall be processed as a part of the regular
payroll distribution system (including appropriate withholding and University
contributions) . For faculty members and others covered by this policy who
participate in projects funded by a state, federal, or other external agency,
the following procedures shall be used:
1. The rate of compensation shall be consistent with that cited in the
appointment letter for the current academic term. (If the services are for
the summer, the previous academic year rate applies.)
2. Prior approval of the University shall be obtained through the established
administrative channels.
3. The total supplementary income within the contract period of the employee
from all internal University activities including service to funded
projects, overload pay, off-campus instruction, and internal consulting
must not exceed one-fifth of the salary cited in the letter of appointment.
When considering requests for involvement in activities for which supplementary pay will be provided, the faculty member and each administrator must
carefully examine the extent of the involvement in view of other University
responsibilities, extra-University consulting, and other professional activities. In the event that the total professional involvement of the participant will equal or exceed the normal University load by 25 percent over a
period of anyone semester, an adjustment in workload will be made or the
request will be denied.
In either event, a written justification will be
forwarded to the President for final consideration. A record of action and
justification will be placed in the University official files maintained by
the Vice President for Academic Affairs.
Special Administrative Assignment. Faculty members whose primary responsibilities are for instruction, research and creative activities, public
service, academic committee work, and student advisement are occasionally
involved in extensive additional functions associated with the administration of funded projects. An adjustment in salary for those additional responsibilities will be made upon written request, subject to prior approval and in
accordance with the following:
1. The supplementary pay rate shall be consistent with the extent and duration
of the added responsibilities and the compensation received by others
having similar University administrative assignment.
2. Should the extent of involvement in administrative functions be equivalent
to more than a 25 percent assignment, an adjustment in the conditions of
the appointment of the person involved will be made.
3. The appropriate administrative unit head or director will submit in writing
a recommendation with supporting documentation through the regular adminis-43-

trative channels after conferring with the faculty member and the appropriate
dean. This action requires complete administrative review and approval by the
Board of Regents upon recommendation of the President.
Sponsored Research - A faculty member may engage in sponsored research
activities in the field of specialization in addition to teaching responsibilities When such research activities, in the opinion of the department head
and dean of the college, do not require so much time as to interfere with the
primary assignment. An appropriate reduction of teaching load will be made
when approved research requires more than one-fifth of the faculty member's
time. Research activities should be related to t.he professional competency of
the faculty member. Research Which requires cooperation between a governmental agency or outside organization and the University must have the prior
approval of the University administration and the agency or organization.
Directorships of Special Projects, Institutes, or Direct Involvement in
Such Activities as Assistants, Internal Consultants, etc.
with prior
approval of the University, a faculty member may engage in the above mentioned
activities in addition to full-time faculty responsibilities when, as determined by the department head and the dean of t.he college, such involvement.
does not interfere with the primary assignment. An appropriate reductio.n of
the teaching load will be made When such activities require more than onefifth of the faculty member's time.
Administration of Externally Funded Grants and Contracts - As a center of
learning, western Kentucky University encourages faculty members to engage in
scholarly and service activities whiCh are consistent with the University's
educational mission and established programs. Whenever possible, such activities should complement the instructional program, and in all cases they must
relate to the faculty member's area of professional expertise. Research and
service activities Which are funded through external grants and contracts
require special prior approval by University officials to insure that there
will be no conflict with regular assigned responsibilities of t.he faculty
member to the students, the depart.ment, the college, or the University.
Participation in Funded Projects
Participation in funded research
activi.ty may be authorized by Western Kentucky University. Kentucky statutes
state the following in relation to federal funding:
164.288 Power of State Universities and Colleges to Accept
Federal Aid. Any of t.he state colleges or universities of
Kentucky or the state on behalf of any of the colleges or
universities may accept federal aid in the form of services,
equipment, supplies, materials or funds by way of gift, grant
or loan for the purpose of higher education inclUding student
loans.
Any of the state colleges or universities acting
through it.s president or its governing board is hereby
authorized to receive such services, equipment, supplies,
materials, and funds as are now available or may be made
available.
The decision to participate in funded projects must take into consideration
several factors. Existing demands for faculty time in the areas of teaching,
research, and public service must be taken into consideration When seeking to
secure outside funding for new programs. Care must be taken by the department.
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head and the dean of each college to assure that participation in funded
project activity does not detract from responsibilities to the student.
Grants and Contracts Sought by Western Kentucky University - Grants and
contracts sought by the University include grants for the construction of
academic facilities, for instructional equipment, for direct loans and grants
to students, for program development and enrichment, and for support of basic
and applied research. Cooperative relationships which show promise of developing programs of benefit to the public are encouraged.
Before proposal
activity is undertaken, projects should be discussed with the department head,
the dean of the college, and Office of sponsored Programs. Preliminary discussions by the faculty with the Office of Sponsored Programs are encouraged
before submission of a proposal.
These discussions should lead to the
proposal's having the approval of the appropriate department head and the dean
which must be gained prior to review of the proposal by the offices of the
Vice President for Academic Affairs and the Office of the President.
Grants, Gifts, and Contracts - Research or project activity conducted by
University faculty may be supported in whole or in part through resources or
funds provided by donors in the form of research gifts, grants, or contracts.
Preliminary negotiations and prospective contracts, with the prior knowledge
of the department head and college dean, may be conducted by faculty' members.
However, all such program arrangements must have approval of the President or
his/her designated representative, and must be coordinated through the Office
of Sponsored Programs.
Acceptance of Grants, Gifts, and Contracts - The authority to accept a
grant or gift as well as to enter into a contract, is vested in the President.
The President or his designated representative signs all contracts on
behalf of the University.
Other University personnel may not commit the
institution to grant requests or contracts.
Budget Preparation for Project Activities - The assistance of the Office
of Sponsored Programs is available to the faculty for the preparation of
budgets for project activities. Before any budget is submitted, whether in
preliminary or final form, the concurrence of the Director of the Budget is
secured by the Office of Sponsored Programs. Indirect cost rates are established by negotiations with agencies outside the University. The appropriate
indirect cost rate must be used in the preparation of a budget. _ Indirect
costs represent actual expenses of the University, and these funds may not be
committed or obligated by the project directors. The designation of faculty
members to participate in funded research or project activity must have the
approval of the department head, college dean, and Vice President for Academic
Affairs.
Conflict of Interest - Members of the faculty and staff, when undertaking
or engaging in funded projects, must avoid possible conflicts of interest.
Kentucky statutes state the following in relation to conflicts of interest:
164.390 Interest in Contract Prohibited.
No president,
professor, teacher, regent, member of the executive council
or other officer or employee shall be interested in any
contract or purchase for the building or repairing of any
structure or furnishing any supplies for the use of a university or college.
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University Responsibility - Western Kentucky University exercises its
responsibility for the supervision and administration of all contracts in
which it is engaged. Formulation of budgets and fiscal responsibility, as
well as the preparation of appropriate reports, is the responsibility of the
University.
Specifically, the University exercises the following types of
organizational and administrative action to provide for the proper administration of grants and contracts:
1. The establishment of accounting procedures to insure that funds from donors
are expended in accordance with contractual obligations.
2. The establishment of procedures for the proper execution of contractual
obligations in which the professional faculty participate.
3. The formulation of regulations governing university staff and faculty in
the conduct of business relating to donated funds.
4. The provision of advice and guidance to the faculty regarding problems
which may arise as a result of outside financial arrangements.
All funds received by the University from external agencies are handled in
the same manner as, and are subject to the regulations applied to, general
funds of the University. Grants, contracts, and project monies are in general
more rigorously controlled than other University funds in that such funds are
expended in accordance with the terms and conditions specified by the donor or
contracting agency. Funds provided by a grant or contract may not be expended
before or beyond the dates of the grant or contract. All funds received from
outside the University are subject to both internal and external audit. Such
funds may be expended only within the specified categories of the contract.
Travel Expenses - Grants, contracts, and project activity often require
travel as a condition of the activity. Anticipated expenses for travel should
be included as part of the projected or approved budget. Regulations of the
University and the Commonwealth governing travel apply equally to all grants,
contracts, or project activity. For detailed information on travel and travel
expenses, the kentucky Standard Travel Regulations found in the University
Personnel Hanual should be consulted.
PATENT POLICY
As a public institution of higher education, Western Kentucky University
has broad responsibility in the areas of instruction, service, and research.
Faculty engaging in research may make significant discoveries which have
commercial application. Income resulting from patents is to be regulated in
the public interest by procedures set forth in this policy.
Scope of the Policy Statement - This policy statement is defined to
include any member of the faculty, staff, or student body of Western Kentucky
University.
General Policy - An invention or patent which is the result of the use of
staff, materials, equipment, time, or facilities shall be owned and controlled
by Western Kentucky University.
Patents and Research Sponsors - Sponsors for research may wish to retain
or total control of inventions and patents which are the result of the
sponsored research. Unless agreed to in advance of the research, all patent
rights from sponsored research shall be owned and controlled by Western
Kentucky University.
~artial
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Relationship of the Faculty, Staff, or Student Body and Western Kentucky
university in Regard to Patents
1. Faculty, staff, or students having a j oint interest with Western Kentucky
University in an invention or discovery shall assign patent rights to
Western Kentucky University.
2. Faculty, staff, or students of the University have the responsibility to
report in writing to the Committee on Patents any invention or discovery of
patentable value. Faculty, staff, or students are not obligated to apply
for a patent unless such expenses are borne by Western Kentucky Universi ty.
Faculty, staff, or students must agree to cooperate with Western
Kentucky University in patent application procedures. Faculty, staff, or
students may have an interest in a patent application and may share in the
returns, as determined by the Committee on Patents.
3. Interest of the University in all cases involving invention or discovery
shall be determined by the standing Committee on Patents appointed by the
President of Western Kentucky University.
Faculty, staff, or students
engaged in patent deliberations shall be present or may be represented in
discussions before the Committee on Patents. The decision of the Committee
shall be final and shall determine the interest of the parties in the
invention or discovery. The Committee on Patents shall act in accordance
with the following general principles:
a. If the Committee on Patents finds that an invention or discovery made
by faculty, staff, or students was not related to employment by Western
Kentucky University and was not the result of the use of staff, materials, equipment, time, or facilities owned or controlled by Western
Kentucky University, Western Kentucky University shall have no interest
in the invention or discovery.
b. If the committee on Patents determines that an invention or discovery
is related to employment or the use of the resources· of Western Kentucky University, patent rights shall be assigned to western Kentucky
University with the faculty, staff, or student member having an interest in the invention or discovery and sharing in the returns, as determined by the Committee on Patents.
e. To determine the interest which the faculty, staff, or student shall
have, the Committee on Patents shall consider whether Western Kentucky.
University paid, or did not pay, for time spent in the research which
led to the invention or discovery.
The Committee on· Patents shall
determine the extent to which University resources were used in
research. The committee on Patents shall determine the involvement in
advice and assistance given to the inventor by associates of Western
Kentucky University.
The Committee on Patents shall determine the
relationship which existed between the invention or discovery and the
responsibilities of the faculty, staff, or student member.
5. Should Western Kentucky University not initiate a patent search within nine
months or a patent application within eighteen months of the receipt of a
written report of an invention or discovery, the individual faculty, staff,
or student member may apply for a patent and shall own all rights.
6. In case of sponsored research, the contract between Western Kentucky
University and the sponsoring agency shall be binding on the faculty,
staff, or student members engaged on the project the same as if each were a
party to that agreement.

-47-

COMPUTING ETHICS POLICY
The general standards of conduct expected of members of an educational
institution also apply to the use of University computing resources.
These
resources include:
1.

"Hardware"
c;otlU1lunications.

physical

equipment

used

for

processing

or

data

2.

"Software"
programs, programming languages,
instructions,
routines which are used to perform work on a computer.

3.

"Data" -- information such as records or textual material stored on or
accessible through a computer.

or

University computing resources are made available to individuals to assist in
the pursuit of educational goals. It is expected that users will cooperate
with each other so as to promote the most effective use of computing resources
and will respect each other's ownership of work even though it is in
electronic rather than printed form.
Individuals and organizations will be
held no less accountable for their actions involving computers than they would
be in other situations.
Rules prohibiting theft or vandalism apply to computing resources that are the
property of the University including software and data as well as physical
equipment.
Conduct which violates the University's property rights with
respect to computing resources includes:
1.

Copying University-owned or licensed software or data to another
computer system for personal or external use without prior written
approval.

2.

Attempting to modify University-owned
without prior written approval.

3.

Attempting to damage or disrupt operation of computing equipment, data
conununications equipment, or data communications lines.

4.

Using University computing resources for purposes other than those
intended by the University body granting access to these resources
including: .

or

licensed

software or data

a.

Allowing access to them by unauthorized persons even i f they are
members of the University community.

b.

The use of University computing resources in external consulting
unless approved in accordance with University procedures, except
for "occasional or incidental" professional activities (as defined
in the Faculty Handbook under "Professional Responsibilities,"
subsection, . "Extra-University Consulting and Other Professional
Activities"). When approved, such use is limited to the specific
resources allocated for the purpose, and fees may be charged for
such use.
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The University seeks to protect the civil, personal, and property rights of
those actually using its computing resources and seeks to protect the
confidentiality of University records stored on its computer systems from
unauthorized access.
Conduct which involves use of University computing
resources to violate another's rights includes:
1.

Invading the privacy of an individual by using electronic means to
ascertain confidential information.

2.

Altering University software or data files by electronic means without
proper authorization.

3.

Copying another user's software or data without permission of its owner.

4.

Knowingly accepting or using software or data which has been obtained
by illegal means.

5.

Abusing or harassing another user through electronic means.

6.

Using the University's computing facilities
crime.

in the conunission of a

Some of the University's computer systems require that each user have a unique
identity, protected by a password, to gain access to the system. The computer
identity is used to represent a user in various system activities, to provide
access to certain software and data based on his credibility and purpose for
requiring such access, and to associate his own software and data with his
identity.
As such, this computer identity is another instrument of
identification and its misuse constitutes forgery or misrepresentation.
Conduct which involves misuse of computer identities includes:
1.

Allowing an unauthorized individual to use the identity.

2.

Using another individual's computer identity without -his express
permission, even if the individual has neglected to safeguard it.

The management of University computing resources is distributed among many
University bodies.
Rules and regulations governing specific resources are
available through the individual governing bodies.

•

Abuses of University computing resources will be referred to the appropriate
instructor or supervisor for consideration under the University's disciplinary
processes. This referral may be accompanied by a temporary suspension of
computing privileges awaiting outcome of the disciplinary process.
In
addition, Kentucky law contains specific statutes with respect to improper use
of computers in state agencies.
Therefore, improper use of University
computing resources may be subject to criminal or civil legal action in
,addition to University disciplinary action .
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ACADEMIC INFORMATION
GENERAL INFORMATION
Registration - Normally, students will register for courses on the days
designated in the University Calendar for this purpose. Detailed instructions
are made available by the Registrar; Unless otherwise indicated most members
of the faculty and staff are assigned responsibilities in registration.
Duties are assigned by the Registrar and the department heads, and such duties
are usually announced in advance.
scheduling of Classes - Most of the 'classes of the University meet on a
5-10 scheduling system, which means that classes meet five times every two
weeks. The system works in the following manner: One week classes which meet
on Monday and Wednesday will also meet on Friday. The next week classes which
meet on Tuesday and Thursday will meet on Friday. This makes it possible to
schedule classes at the same hour both on Monday and Wednesday and on Tuesday
and Thursday, because the classes· will meet at that time on alternating
Fridays.
This provides greater flexibility in the scheduling of classes.
Because of the 5-10 scheduling system, classes meet for 60 minutes. Laboratories usually meet for longer periods.
Academic FUnctions - All faculty members are expected to participate in
the formal convocations of the University and to wear academic regalia when
appropriate.
Protection of University Personnel and Property - The University maintains a full-time security force of trained and experienced security and law
enforcement officers under the direction of the Office of Public Safety.
These officers are responsible for security of all University property and
personnel on campus. The security office may be reached at 745-2549 on the
University phone system. In emergency situations the security automobiles may
be reached by radio through the Bowling Green City Police Headquarters.
Public Information - The overall direction and supervision of public
relations is the responsibility of the Office of Public Information, which is
charged with informing the public concerning significant developments at the
University and with gathering and channeling University news to press, radio,
and television outlets. It is highly desirable that each faculty member keep
the Office of Public Information informed of significant accomplishments and
activities.
Extra-curricular Duties - Host faculty members are expected to serve on
University committees, act as faculty sponsors and advisors to student
organizations, or engage in other extra-curricular functions. Such activities
are considered a vital contribution of the faculty member to the University
community.
Class Rolls - The day following registration, the Registrar's Office
sends to each faculty member an unofficial roll for each class. After the
official drop-add period, the Registrar's office issues an official roll for
each class which, once verified by the instructor, is to be used to submit to
the Registrar's Office a mid-semester deficiency report in accordance with
instructions which will come from the Registrar.
If a student is attending
class and the name is not on the class roll, it is extremely important that
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the instructor send the student to the Registrar's Office. A final class
r'oll, issued just prior to the end of the term, is used for reporting final
grades.
Grade Reporting - It is the responsibility of each faculty member to
assign and report a grade for each student who is enrolled in class within the
specified time listed on the semester calendar. All grades are reported to
the Registrar's Office on the official class roll and in accordance with
instructions issued by the Registrar.
Once a grade is reported it may be
changed only by the teacher concerned with the approval of the department head
and only in case of error in reporting.
Such changes must be made on the
official form provided and available in the Registrar's Office.
Grades will be recorded in the Registrar's Office as reported by the teachers in charge of the various courses.
Students who withdraw from a class
within the period indicated for this purpose in the University Calendar will
have no grade recorded. After the date on Which students may withdraw from a
class without a grade, they will be given WP, WF or F for the time during
which they were in the class as reported by the instructor. In all cases,
students withdrawing from classes must secure official permission.
In the
absence of an official withdrawal, a grade of F will be recorded regardless of
the quality of work being done by the student at the time of withdrawal.
Grade Books - Grade books are to be a part of the official class records
of each teacher. It is a policy of the University that an accurate account be
kept in this book of the attendance, grades, and other data of the teacher's
choosing Which will give an account of the progress of the student.
Grade
books should be turned in to the department head if work at the University is
terminated. They may be filed with the department head for permanent keeping
a t any time.
Informing Students of Grading Procedures - At the beginning of each
course, the professor will inform each student in writing of the factors to be
considered in determining grades and the specific weight to be assigned to
each of the factors.
Student Records - The Registrar's Office maintains a current record on
each student's academic progress at the University.
These records are
confidential but are accessible to faculty members for advisement or other
professional purposes. A faculty member desiring to check a student's record
should contact the Registrar's Office.
Faculty members should be familiar
with the Family Educational Right and Privacy Act of 1974 and western's
guidelines (see Appendix).
University Counseling Services Center
The university Counseling
Services Center has a professionally trained staff to work with students
experiencing educational, vocational, or personal-social problems.
Faculty
members are encouraged to identify and refer to the Center students in need of
such help. The Center also administers a testing service for a wide range of
standardized examinations.

•

Printing and copying Center Services - A well-equipped print shop where
bulletins, brochures, and various other official pUblications are printed is
located in the Service and Supply Building. The Print Shop has facilities to
fold, collate, and bind publications. Six fast-copy centers are located on
campus, one in Room 141 of the College of Education building, one in the Print
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Shop, one in Room 14 of Thompson Complex-Central Wing, one in Cherry Hall, one
in the Ivan Wilson Fine Arts Center, and one across the street from the
wetherby Administration Building. Funds for printing and copying are included
in each department's budget and requests for this service should be submitted
through the department head. Most departments and colleges have ditto and
mimeograph machines which may be used by members of the faculty and staff.
Professional Secretarial Services
Academic departments are provided
with professional secretaries, either on a full-time or part-time basis as the
need justifies. The availability of the departmental secretary to perform
work for individual faculty members will be determined by the department head.
Part-Time Student Employees - Each department head is allocated funds for
the hiring of students through the various student aid and work-study programs. The number of students, their work schedules, and the allocation among
the department members are left to the discretion of the department head.
Individual faculty members desiring student assistance should contact their
respective department head. Normally students cannot work in excess of 15
hours per week.
Teaching Facilities and Classroom Supplies - Each departmental budget
includes an allocation of funds for classroom equipment and sup~lies.
Requests for supplies, equipment, and repairs should be made through the
department head. The planning for needed equipment and teaching aids takes
place when the annual departmental budget is being prepared, usually in the
spring of each year. All funds, regardless of their source, must be expended
through the use of an official purchase order. The University is not responsible for any purchase made by faculty or staff members without proper
approval and issuance of an official purchase order.
Office Facilities - The University provides its faculty and staff with
the most adequate offices and furniture available. Requests for additional
office equipment, such as bookcases, file cabinets, etc., should be made
through the department head.
Campus Bookstore Facilities - The University Bookstore is located in the
Downing University Center and supplies textbooks and other instructional
materials. Normally, textbook requests are submitted to the bookstore through
the department head. The bookstore will also receive orders on textbooks and
supplementary materials from faculty members.
Upon presentation of their
identification card, faculty and staff are granted a ten percent discount on
materials purchased at the bookstore.
ACADEMIC OFFENSES
The maintenance of academic integrity is of fundamental importance to the
University. Thus it should be clearly understood that acts of plagiarism or
any other form of cheating will not be tolerated and that anyone committing
such acts risks punishment of a serious nature.
Academic Dishonesty - I t is the responsibility of each faculty member to
maintain at all times conditions which discourage academic dishonesty in any
form. Faculty should be careful to insure that class records and examinations
are not accessible to those not entitled to such information and should make
every effort to inspire in the student the proper attitude and respect for
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honesty in academic work. The Dean of Student Affairs is available for assistance in dealing with cases of dishonesty.
Plagiarism - To represent written work taken from another source as one's
own is plagiarism. Plagiarism is a serious offense. The academic work of a
student must be his or her own. One must give the author(s) credit for any
source material used. To lift content directly from a source without giving
credit is a flagrant act. To present a borrowed passage without reference to
the source after having changed a few words is also plagiarism.
"

Cheating - No student shall receive or give assistance not authorized by
the instructor in taking an examination or in the preparation of an essay,
laboratory report, problem assignment, or other project whiCh is submitted for
purposes of grade determination.
Disposition of Offenses - A faculty member encountering plagiarism or
cheating in student work may choose one or both of the following procedures:
1. Assign the grade which is deemed appropriate by the faculty member for the
particular assignment or examination in which the offense occurred.
2. Present the case to the University Disciplinary Committee through the
Office of the Dean of Student Affairs.
The assignment of a grade of F to that portion of the course work in Which
the academic dishonesty is detected may of course have as its consequence the
assignment of a failing grade for the entire course; but an F as the final
grade should not be assigned solely as punishment for the particular offense.
A student who believes a faculty member has dealt unfairly with him or her in
a case involving academic dishonesty may seek relief through the Student
Complaint Procedure.
Other Types of Academic Dishonesty - Other types of academic offenses,
such as the theft or sale of tests, should be reported to the University
Disciplinary Committee through the Student Affairs Office.
STUDENT COHPLAINT PROCEDURE
The four-step procedure for resolving a student's complaint concerning a
faculty member is outlined below:
Step 1 (Faculty Hember Level) - The first step is for the student to discuss the complaint with the faculty member involved. If the faculty member is
no longer employed by the University, the student should go directly to the
department head who will contact and represent the former faculty member. If
the complaint involves a grade, the student must take the complaint to the
faculty member within the first two weeks of the first regular semester (fall,
spring) following the assignment of the grade. It is hoped that the complaint
may be satisfactorily resolved at this level.

•

Step 2 (Departmental Level) - If the student and the faculty member are
unable to resolve the complaint, the student may take the complaint to the
faculty member' sdepartment head. It is the responsibility of the department
head to arrange for a conference where the student, faculty member, and the
department head will be present for discussion. Neither the faculty member
nor the student will be allowed representation at the conference. The depart-53-

ment head shall hear both sides of the complaint and shall attempt to mediate
a settlement. The department head shall keep a written record of the proceedings, including the recommended solution. The department head's recommended
solution is to be considered by both the faculty member and the student as a
recommendation and not as a decision that is binding.
step 3 (College Level) - Should the student be unable to receive the
satisfaction desired at the departmental level, the complaint may be taken to
the college level. Written notification of the complaint must be submitted to
the college dean or his designated representative within two weeks after the
conference with the department head (Step 2). Upon receipt of the notification, the college dean or the dean's representative shall provide the student
a copy of the procedural guidelines to be followed by the College Complaint
Committee. The procedural guidelines shall provide for a conference with both
the student and the faculty member present for joint discussion of the complaint with the committee.
The student must submit a written complaint to the College Complaint
Committee. The committee will be responsible for scheduling the conference
within two weeks following the submission of the written complaint.
The
written complaint should clearly state what is considered to be unreasonable
and/or unfair practices or procedures and may include as much detail as the
student wishes to include. Neither the faculty member nor the student will be
allowed representation at the conference.
The College Complaint Committee
shall hear both sides of the complaint and render a decision. The decision
shall be sent in writing to the Vice President for Academic Affairs, with
copies being sent as a matter of record to the student, to the faculty member,
and to the faculty member's department head and college dean. The Office of
the Vice President for Academic Affairs shall be responsible for enforcing the
decision of the college committee but shall not enforce the decision until two
weeks after the decision is made by the college committee, providing either
the student or the faculty member an opportunity to submit a formal written
notice of appeal to the University Complaint Committee.
step 4 (University Level) - Should the student or the faculty member
desire to appeal the decision of the College Complaint Committee, a formal
written notice of appeal may be submitted within two weeks following the decision to the University Complaint Committee chairperson, with a copy to the
Vice President for Academic Affairs. The chairperson of the University Complaint Committee will provide the student and the faculty member involved with
a copy of the University Complaint Committee's Procedural Guidelines. The
University Complaint Committee, after securing copies of the written proceedings from the department head and the College Complaint Committee, will schedule a conference where the faculty member and the student jointly discuss the
issue. Neither the faculty member nor the student will be allowed representation at the conference. The committee's decision will be sent to the Vice
President for Academic Affairs, with copies being sent as a matter of record
to the student and faculty member and to the faculty member's department head
and college dean. The Office of the Vice President for Academic Affairs will
see that decisions of the University Complaint Committee are carried out. The
University Complaint Committee's decision is final.
ACADEMIC SERVICES
Academic Services provides individual assistance and instructional
resources that meet the research and program needs of the University. The
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bibliographic aids, specialized and general collections, facilities, and
materials of Library Services and Media Services allow faculty, staff, and
students maximum utilization of print and non-print resources.
Library Services - The Division of Library Services includes the main
complex of Helm Library and Cravens Graduate Center and Library. The following research and resources centers are also part of the library system on
campus:
(1) Kentucky Library, (2) Kentucky Museum, (3) University Archives,
(4) Science Library, and (5) Educational Resources Center.

,

These libraries and study centers provide a seating capacity for 3,173 or
approximatelY 28 percent of the student body.
Library holdings number over
1,000,000 in hard copy and microfilm collections. All books and resources are
housed in open stack areas.
All resources circulate with the exception of
periodicals, reference books, and specific reserve materials. Identification
cards are needed to check out books. Books checked out to faculty are due at
the end of each semester.
The Kentucky Museum contains a collection of artifacts relating to Kentucky
and offers exhibits, lectures, workshops, and other programs emphasizing
hrstorica1 aspects of the state.
The University Archives, established in November 1971, is housed in Gordon
Wilson Hall and administered by a professional librarian. The purpose of the
Archives is to collect, preserve, and organize for appropriate use the records
of the University which are required for administrative functions and are
essential for the historical study of the institution, including its genealogical antecedents.
Such records include correspondence, reports, minutes,
tapes, photographs, scrapbooks, publications, and other items, such as
clippings and articles about the University and its personnel.
Reference
service is available.
Several services are available to faculty:
1.

2.
3.

The Reserve Collection is housed in the Circulation area.
Each
semester a faculty member can request a special reserve collection of
books which are in short supply and high demand. The faculty member
determines the circulation period for these books.
Copy service for departmental charges is provided in Cravens and the
Science Library; coin-operated machines are available at all locations.
Microfiche catalogs of the Library's collection are located in academic
buildings and residence halls, as well as library locations.

Media Services - The purpose of media services is to produce, acquire,
and distribute media to meet instructional and public service needs; to provide assistance in and maximize the use of media resources; and to provide
laboratory facilities in support of media related instructional programs.

•
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Acquisition and production of media materials and their dissemination is
performed in the media services units of the Division of Academic Services.
These services are the responsibility of the audio visual and educational
television area.
The entire campus is served with instructional motion pictures through
rental or from University-owned and Third Distric.t Film Library films.
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Audiovisual equipment is provided throughout the campus for faculty and
student use.
This equipment includes:
audio tape recorders, cameras, and
projectors of all types.
Closed Circuit Distribution. The television closed circuit distribution
system is the primary means for use of video taped materials on campus. Television videotape materials are distributed on demand to those classrooms wired
into the system. Television receivers are maintained in key areas to facilitate these playbacks. Portable videotape equipment is available for extended
campus use.
Media Retrieval Center. A dial access audio retrieval system is located on
the second floor of the .Helm Library building. Forty listening stations are
available. This center also provides video retrieval, audio cassette, audio
tape, slide, filmstrip retrieval, and microcomputer units.

,

Television Production.
A staff of professional television production
specialists is engaged in the production of video tapes, instructional and
public service applications.
westerncable 4. This full-time access channel on the Storer Bowling Greencounty cable television system provides news and information about the
University and educational programming to the community.
W~rren

Audio Visual Production Services.

Services provided are:

35mm slides - copying and original photography
Slide/slide tape presentations
35mm film strips
Overhead transparency preparation
Photographic processing and printing
Audiotape duplications
Production of aUdiotapes
Graphic materials - transparency masters, posters and charts, television
and film visuals, and art work for slide presentations.
Radio Services. Radio services are provided through WKYU-AH and WKYU-FM.
WKYU-AM is a carrier current station broadcasting to the dormitories on campus
and ,erving as a realistic laboratory for radio sales management, news, and
production courses. WKYU-FH is a full-service public radio station operating
with a power of 100,000 watts on 88.9 HIIZ. The station broadcasts stereo
programming 18 hours a day and is a affiliate of the National Public Radio
Network.
COMPUTER SERVICES
Office of Computer and Informational Services - This office, through the
subareas of Institutional Studies and the Computer Center, provides data
processing and research services to both academic and administrative sections
of the University. The Office of Computer and Informational Services reports
to the Executive Vice President for Administrative Affairs. The principal
services are:
1. Collection, analysis, and reporting of basic University data.
2. Institutional research and informational services.
3. Administrative data processing and computer services.
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Office of Academic Comp~ting and Research Services
The Office of
Academic Computing and Research Services reports to the Vice President for
Academic Affairs.
The purpose of the Office is to support the general
University community in its instructional and research activities with
computing hardware, software, and consulting services including statistics,
research design, and short courses on topics of general application.
The
University holds memberships in several data archiving associations, and data
from the Bureau of the Census and a number of other sources can be obtained
for instruction and research.
Additionally, the Office supports various
University projects such .as the annual stud.ent evaluation of instructors and
courses.
Academic computing operates its own IBM and Digital Equipment Corporation
computers and shares time on the University's administrative machine and on
the Kentucky Educational .computing ~etwork. User laboratories with terminals
and printers are located in Thompson Complex Central Wing, Grise Hall, the
College of Education B~ilding, and Science and Technology Hall.
Computing time and consulting are made available without charge to
students,
faculty and administrators engaged
in University supported
instruction and research. Charges are made for these services when projects
are supported by external funding. The offices and data processing center for
Academic Computing and Research Services are located in Science and Technology
Hall (Room 226, telephone 745-4981).
GRANT AND CONTRACT SERVICES
The basic function of the Office of Sponsored Programs is to develop the
grant and contract program for Western Kentucky University.
The Office of
Sponsored Programs reports to the Assistant to the President for Resources
Management.
The services provided are as follows:
1. Identification of funding SOUrces for specific needs and programs,
2. Consultation on and guides in the development of grant and contract
•
proposals,
3. Processing of proposals and contracts,
4. Dissemination of information to faculty and staff concerning grant
sources, guidelines, and the administration of specific programs,
5. Maintenance of central grants record file,
6. Liaison with off-campus agencies,
7. Assistance with incidental costs associated with proposal development
and publication of project results.
WESTERN KENTUCKY UNIVERSITY PROGRAM

I~ OWE~SBORO

Western Kentucky University has been designated by the Council on Higher
Education as the institution responsible for providing programs and the
continual assessment of educational needs in the Owensboro-Daviess County area
of the state. The program is administered by an Executive Director .

•
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PERSONNEL POLICIES AND SERVICES

SALARY PAYMENT PROCEDURES
Salary Checks - Faculty members employed on a nine-month's basis receive
twelve salary checks, payable on the 15th of each month. Other personnel are
paid at the end of the month, normally the last full work-day of the month.
Salary checks may be called for at the Business Office or distributed through
departmental offices.
Payroll Deductions - Payroll withholding includes federal income tax,
state income tax, city occupational tax, Social Security, and retirement. In
those cases where elected, medical insurance, United Way FUnd contributions,
group life insurance, tax sheltered annuities, U.S. Savings Bonds, and credit
union shares may be deducted.
INSURANCE BENEFITS
Group Life Insurance
Western's group life plan was adopted after
careful consideration by the administration and the insurance committee. The
plan chosen is designed to provide the faculty member with a substantial
amount of life insurance protection at a low premium cost. The University
shares in the expense of the program.
Faculty members are insured for the basic amount of insurance ($10,000).
In addition to the basic insurance, faculty members are eligible for optional
insurance in the amount equal to one or two times their annual .salary rounded
to the next higher thousand.
The basic insurance cost is paid by the University. The optional insurance
is available to the individual faculty member at low-cost group term rates.
Medical Insurance - The University provides Hospital and Medical-Surgical
coverage for regular full-time employees. The employee may use payroll withholding to purchase additional coverage for family members. The plan includes
major medical protection.
Disability Insurance
The University provides long-term disability
income protection through an insurance plan coordinated with benefits available from Social Security and the retirement system.
Briefly, the plan
guarantees 60 percent of an employee's earnings, after a specified waiting
period, to age 70. The individual premium cost is paid by the University.
Tax Sheltered Annuity Program - Faculty and staff may participate in tax
sheltered annuity programs. Payroll deduction is available for this purpose.
The Kentucky Teachers' Retirement System offers a tax sheltered plan to
supplement other features of the retirement provisions, and commercial companies also offer tax sheltered programs. For further information, contact
the Department of Personnel Services.
Group Travel Accident Insurance - The University provides a business
travel accident plan for faculty members. The plan provides for $100,000.00
coverage for accidental death or dismemberment. Contact the Department of
Personnel Services for additional information.
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Workmen's Compensation - Employees of Western Kentucky University are
covered under a blanket Workmen's Compensation policy purchased by the Commonwealth of Kentucky.
In general, the policy provides coverage for personal
injury sustained by the employee by accident and for disability resulting from
occupational diseases arising out of and in the course of employment" or for
death resulting from such accidental injury or occupational disease.
RETIREMENT
Teacher Retirement - All faculty members are required to participate in
the Kentucky Teacher Retirement System. The faculty member's contribution is
5.625 percent of gross salary, and the University contributes 10.055 percent.
Participants become vested in the system after five years.
Of the 15 percent representing the members' and 'employer's contribution to
the Kentucky Teachers' Retirement system, 7.215 percent is allocated to the
purchase of retirement allowances, .312 percent to survivor and death benefits, and .313 percent to hospital and medical insurance upon retirement. The
deductions are credited to the Teachers' Savings Fund, Survivor Fund, and
Hospital Fund, respectively.
When accounts are withdrawn prior to retirement, the participant receives
the personal contribution of 5.625 percent, plus accrued interest, less the
0.625 percent expended for survivor benefits and retirement health insurance.
Social Security - The law requires that a deduction on earnings be made
regularly from each employee's paycheck, and the University, as employer, is
taxed an equal amount.
The Social security program is in addition to the
other benefit programs administered by the University.
OTHER POLICIES, SERVICES AND BENEFITS
Official Travel - Each department has budgeted funds for travel. Authorization for travel must be made by the department head before the trip is
made. Travel expenses are usually borne by the individual, who is later reimbursed after filing an expense voucher.
The University has an arrangement
with local travel agencies in which travel reservations are made and tickets
purchased by the travel agency. When this service is used, the faculty member
lists the travel agency as second payee on the travel expense voucher.
Department heads have copies of the Travel Regulations which are contained in
the Personnel Manual.
Identification Cards - The University provides identification cards for
all regular employees.
The card is designed for use in the University
Libraries, Business Office, University Book Store, recreational facilities,
etc. Faculty and staff members should contact the Personnel Services Department to have identification cards prepared.
WKU Credit Union - The WKU Credit Union, Inc. provides high-yield savings
and low-cost loan services for its faculty and staff as well as southern Ken-,
tucky educational employees and their family members.
One may invest in regular share accounts, share certificates, money market
certificates, and holiday club accounts.
Interest-bearing share draft
(checking) accounts are available to members as well as ATM cards which can be
used state-wide.
Direct deposit of net paychecks is an optional service.
Loans are available for automobiles, boats, home improvement, personal items,
educational expenses, etc.
Payroll deduction affords a systematic and
convenient way in which to save and make loan payments. Free life insurance
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is provided on regular share and loan accounts. Home, auto, and dental grouprate insurance is offered through payroll-deduction. All accounts are insured
to $100,000 by the National Credit Union Association. For further information
stop by the Credit Union offices located in the Garrett Conference Center or
call 745-2411.
Health Services - The University Health Service provides outpatient and
inpatient facilities for students. The staff consists of physicians, nurses,
a pharmacist, x-ray and medical technologists, and clerical personnel.
For faculty and staff, the limited services include first aid, allergy
injections, aadcertain inununizations.
other Benefits - Among other benefits available are:
Season tickets to all home football and basketball games at reduced (50'.)
rates.
Reduced rates for spouses of regular, full-time faculty and staff enrolling
in evening and day classes. In addition, faculty and staff members may participate in the TUition Scholarship Program.
See the Personnel Manual for
details.
A ten percent discount on materials purchases at the College Heights
Bookstore.
Use of recreational facilities in the Downing University Center, Diddle
Arena, and L.T. Smith Stadium.
Use of University Stationery and Postage - The use of official University
stationery and of the mailing service is restricted to faculty members,
officers, and departmen·ts carrying on officially recognized and authorized
business of the University. Stationery and metered postage are provided for
official correspondence only.
Building Security - Faculty aad staff members are urged to use the same
rules of good judgment to insure security of keys to University buildings and
to individual offices that would be used for one's own home or other personal
property.
A key may be obtained by a request to the department head, who in turn
submits a written request (form available from the Physical Plant) to the
Assistant Director of the Physical Plant.
If employment at the university
terminates, or a faculty member is away on leave of absence, keys must be
returned to the Physical Plant building.
Housing - The University has a limited number of rental housing units
available to the faculty.
Interested faculty members should direct their
inquiries to the Director of Housing. These facilities are designed primarily
to provide the new faculty member with desirable living quarters for a limited
period of time in order to permit sufficient opportunity to fully appraise
living conditions and more conveniently make permanent arrangements. Faculty
members may find assistance in locating apartments, houses, or rooms by
consulting the Director of Housing.
Files are kept available on housing
facilities and contacts are made with community agencies and property owners
who may assist. Deans of the colleges and department heads will be happy to
assist new staff members in finding suitable living quarters.
Food Services - The Director of Food Services is in charge of the cafeterias and snack bar.
The faculty and staff are cordially invited to use
these facilities. A limited number of banquets for official University organ-
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izations can be served by Food Services; arrangements for these must be made
with the Director.
A full line of vending services supplements the above
facilities and can be found in convenient locations for use by the students,
faculty and staff.
MISCELLANEOUS INFORMATION
CUltural and Recreational Opportunities - The following items will give
some idea of the great variety of activities available to Western faculty and
staff .
The University and the Rodes-Helm Lecture Series bring to the University
campus each year a number of outstanding lectures on various topics. A series
of outstanding artistic events is presented each year through the University's
Fine Arts Festival.
The Department of Music sponsors a number of musical presentations including special seasonal concerts. In addition, many faculty and student recitals
are given throughout the year.
The Department of Communication and Theatre and the Western Players present
a series of programs during the academic year. Summer Theatre programs are
also scheduled during the summer sessions. A small fee is charged for admission to major productions; however, there is no admission charge for one-act
plays produced by the Department.
The Downing University Center Theatre provides films for the enjoyment of
Western students, faculty, staff, and their families.
A nominal fee is
charged.
The University Gallery in the Ivan wilson Center for Fine Arts presents a
variety of historical and contemporary exhibits.
The University library facilities, as well as the public library, are
available for recreational reading.
Faculty members are invited to use the athletic facilities
under the
supervision of the Office of Recreational Activities.
Western holds membership in the Sun Belt Conference and the National Collegiate Athletic Association. The schedule of intercollegiate athletic contests
includes a variety of sports. Admission to all spring sports events is free,
and season tickets for basketball and football are available to the faculty
and staff at a reduced rate.
A number of lakes and reservoirs are within driving distance of Bowling
Green, and fishing and boating are popular activities for many faculty members.
Institutional Publications - In addition to this handbook for faculty the
University has a number of other publications which will prove informative and
helpful.
The Western Kentucky University Bulletin Catalog is the most complete
pUblication on the University and its operations. Normally published biennially, the University Bulletin Catalog contains descriptions of the various
degree programs, curricula and course offerings of the University, requirements for graduation, rules and regulations, course descriptions and listings
of faculty.
All faculty members should familiarize themselves with this
publication.
The Graduate College Issue of the Bulletin contains descriptions of the
graduate programs, curricula and course offerings, regulations of the Graduate
College, course descriptions, and listings of graduate faculty. All graduate
faculty and students should familiarize themselves with this publication.
The College Heights Herald and the yearbook, The Talisman, are campus
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publications issued under the supervision of the faculty and staff in the
Office of University Publications. In 1925 the Board of Regents authorized
the establislunent of the College Heights Herald and, since that time, the
Herald and The Talisman have provided laboratory experiences in journalism for
students interested in developing skills and responsibilities in the practical
application of the established standards of professional journalism.
Class Schedule Bulletins are published through the office of the Dean of
Scholastic Development for each semester and the sununer term. This bulletin
contains the University calendar, course offerings, and all other data pertaining to registration and class scheduling for the specific term.
On Campus is prepared and distributed biweekly by the Office of Public
Information.
The Office of Public Information also collects and records
information from each office and department on campus which is kept in a
master datebook and is available as an informational reference to any member
of the faculty or staff in order to avoid conflicts and to coordinate the use
of University facilities.
All available information is distributed at the
beginning of each semester for use as a guide in long-range planning.
!....Gampus Tour Guide is published by the Office of Public Information and
includes a campus map which is available for distribution to prospective students and workshop groups.
Other literature available from the Office of
Public Information provides information and pictures about campus facilities
and University activities.
Ze~hyrus is a fine arts magazine affording students of western Kentucky
University the opportunity to have their creative work published.
The Student Honors Research Bulletin, published annually by the University
Honors Program, includes as many as 20 articles (four at each level, freslunan
through graduate) chosen from among papers written by students and submitted
through the college deans' offices.
The Personnel File, published monthly during the academic year by the
Department of Personnel Services, is a newsletter designed with accurate and
up-to-date information regarding benefits, personal and professional news articles, business activities and other features.
Retired Personnel
The University values the continued support and
assistance of those who have retired from teaching, research, administrative,
and staff positions. Upon retirement under the existing University retirement
system, University personnel are entitled to the following benefits: a University identification card, library privileges, a parking permit, use of University recreational facilities upon presentation of identification, any
dental and outpatient medical services which are available to other faculty
members, purchase of tickets to academic and athletic events at the prevailing
faculty rate, and enrollment in University classes under the faculty-staff
scholarship plan.
Retired faculty are also eligible to apply for research grants, may upon
request be allocated office space when it is available, may attend without
voting privileges meetings of the Faculty Senate and the Academic Council, may
participate in academic processions, may be appointed to represent the University at academic ceremonies at other universities, will receive notices of all
University events, may take part in all ceremonial functions of the
University, and are eligible to have their names included in faculty lists in
University Bulletins.
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Retired perllonnel are entitled to additional benefits from affiliated
organizations including purchases at the University Bookstore at the prevailing prices for faculty and staff and the continuation of membership in the
Western Kentucky University Credit Union, Inc.
Faculty Lounges - Faculty lounge areas are available in most of the
classroom buildings. The Faculty House, located near Cherry Hall, provides
facilities for fellowship and recreation for faculty members and their spouses.
Faculty Dining Room - A special dining facility is
Academic Complex to serve lunch to faculty and their guests.

operated

in

the

Parking Facilities - parking for faculty members is provided in certain
areas on campus which are designated for faculty and staff parking only. The
available spaces in these lots are not reserved for any individual but are on
a first come-first served basis.
Official faculty and staff parking permit decals which must be posted on
the bumpers of each car authorize use of faculty/staff parking lots as well as
other University parking areas, regardless of their designation. These decals
are available through the Office of Public Safety upon payment of a registraHon fee. Faculty/Staff permits allow free parking in the Parking Structure
during athletic events.
Religious Opportunities - As a state-supported institution the University
is non-denominational, but it cooperates with the churches of Bowling Green
and encourages its students and faculty to attend the churches of their
choice. Many churches, representing a variety of denominations, are found in
the Bowling Green community.
Mail Service - A branch of the U.S. Post Office is located on the ground
floor of the Downing University Center. Faculty members may rent private mail
boxes or may use the campus mail service which is provided for each department. Campus mail service may be used for official University mailing without
postage attached. The College Heights Post Office operates on the following
Ilchedule during the regular terms:
8:30 a.m. - 4:00 p.m. Monday through
Friday. Outgoing mail leaves the post office two times daily, at 2.30 p.m.
and 3:30 p.m.
During holiday and vacation periods, a special schedule is
followed. Faculty and staff members are notified of the hours the post office
is open during these holiday and vacation periods.
All postal services
offered by the downtown post office (stamps, money orders, insured and registered mail, c.o.d., and special deliveries) are available at the campus post
office.
The University provides a Courier Service to aid in the internal administrative efficiency of the University. This service, which provides for the
delivery of written communications that pertain to recognized and authorized
official University business, may be used only by members of the University
faculty, the administrative staff, the Associated Students organization, and
other organizations budgeted by the University.
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Kentucky voting - University personnel are encouraged to exercise their
voting privilege in all national, state, and local elections. To qualify to
vote in Kentucky, a person must register for the official voting list by going
to the County Clerk's office in the local court house. Persons 18 years of
age or older who have resided in the precinct 30 days are eligible to become
registered voters and vote in national, state, and local elections.
Kentucky Auto and Driver Regulations - Persons moving to Kentucky from
out-of-state are required by law to secure a Kentucky driver's license within
30 days after establishing residence in the state.
This license may be
acquired by passing the written examination. Automobiles transferred from out
of state must also be licensed in the state once residence has been established, and the 5'1'0 usage tax must be paid on those cars transferred from
states not having reciprocity agreements with Kentucky.
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CHARTER OF THE ACADEMIC COUNCIL
WESTERN KENTUCKY UNIVERSITY
I.

NAME OF THE ORGANIZATION
The name of this organization shall be the Academic Council of Western
Kentucky University.

II.

PURPOSE OF THE ORGANIZATION
The Academic Council, comprised of representatives from the faculty,
student body and administration, is the principal agency for curriculum
review and control and for the determination of degree requirements,
standards of scholastic achievement and rules governing faculty-student
relations.

III.

FUNCTIONS OF THE ACADEMIC COUNCIL
A. To recommend to the President through the Vice President for
Academic Affairs academic policies pertaining to the curriculum and
to scholastic regulations.
B. To review all proposals relative to the curriculum of the University
forwarded to it by the duly established Curriculum Committees.
C. To initiate studies and policies pertaining to the curriculum, to
scholastic regulations, or to other matters referred to the Council
by the President, the Vice President for Academic Affairs, or the
Council of Academic Deans.
D. To refer to the duly constituted academic committees, to the Council
of Academic Deans, or to special sUb-committees of the Council
assignments relative to academic affairs within the purview of
Council authority.
E. To recommend to the President through the Vice President for
Academic Affairs the addition of new majors, minors or degree
programs at the undergraduate or graduate levels ..

IV.

COMPOSITION OF THE ACADEMIC COUNCIL
A. Ex-officio Membership (voting):
The Vice President for Academic Affairs
The Deans of the Colleges and of academic service areas
The President of the Associated Student Government (or
designated representative) and the Registrar
Each ex-officio member may designate an alternate
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B. Elective Membership:
Elected Faculty Representatives (voting)
Unit

Number of Representatives

Academic Services
Arts and Humanities
Business Administration
Education
Science, Technology and Health

3
11
4
9

12

Elected Faculty Alternates:
Unit

Number of Representatives

Academic Services
Arts and Humanities
Business Administration
Education
Science, Technology and Health

3
11
4
9
12

The distribution of the number of elected faculty representatives
and alternates by units is based on an approximate proportion of
each unit's faculty to the total university faculty. To maintain
a proportional representation, a review of the number of elected
faculty representatives and alternates per unit shall be conducted
during the fall semester of odd-numbered calendar years.
Elected Student Representatives (voting):
One elected student representative each from Arts and Humanities;
Business Administration; Education; Science, Technology, and
Health; and Graduate Colleges.
Elected Student Alternates
One elected student alternate representative each from Arts and
Humanities, Business Administration, Education, Science Technology
and Health, and Graduate Colleges.
C. Changes in Membership
The Academic Council may propose to the President through the Vice
President for Academic Affairs revisions in the distribution, number
and qualifications of its membership.
D. Replacement of the Chair
After the election for the new Chair has been held, the alternate
from the chair's college who received the highest number of votes in
the last election shall be added to the Council membership for a
one-year term.
Both the Chair and the "replacement" shall be
considered
regular
members
of
the
Council.
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V.

QUALIFICATIONS AND TERM OF OFFICE OF ELECTIVE MEMBERSHIP ON ACADEMIC
COUNCIL
A. Faculty
1.

2.

Hembership Qualifications: Full-time ranked faculty members of
academic departments,
including those with administrative
assignments, who have completed two years of service at Western
are eligible for membership on the Academic Council.
Term of Hembership: The term of membership shall be two years
with one-half of the faculty membership rotating each year. A
faculty member may be elected for two terms, consecutively.
Thereafter, one year must elapse before that faculty member is
again eligible for membership.

B. Student
1.

Hembership Qualifications;_AnY undergraduate student who has
aarnad a minimum of 60 lIamestar bours, nas a minimum grade point
average of 2.75, has at least one semester of residence at Western
and has declared a first major/area of concentration ·in a
department of the college to be represented is eligible for
membership on the Academic Council. Any graduate student in good
standing is eligible for membership on the Academic Council as the
student representative from the Graduate College.

2.

Term of Hembership: The term of membership shall be one year.
Student members may succeed themselves for one additional year.

C. Vacancy in an Office
If an elected representative is unable to complete the term of
office, the elected alternate with the highest vote for that unit
will serve the remainder of the term.
VI.

OFFICERS OF THE ACADEMIC COUNCIL
The Council shall have a chair, vice-chair, secretary, recorder and
parliamentarian.

VII.

COHKITTEES OF THE ACADEHIC COUNCIL
The Council shall establish a Rules Committee and other standing
committees to have initial jurisdiction over the various functions
authorized to the Council by the Board of Regents.
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VIII.

AMENDMENT OF THE CHARTER· OF THE ACADEMIC COUNCIL
The Academic Council may recommend amendments to the Charter to the
President through the Vice President for Academic Affairs.
Final
approval for amendments to the Charter requires action by the Board of
Regents upon recommendation of the President .

•

RULES AND PROCEDURES OF THE ACADEMIC COUNCIL
1.

ORGANIZATION
A. Chair:
The Chair of the Academic Council shall be elected on a
yearly basis from the elected faculty representatives of the
Council. This election shall be conducted by a special caucus of
the elected faculty representatives for the next academic year,
convened at of the regularly scheduled April meeting.
The Chair
presides at meetings of the Council and is responsible for seeing
that the agenda are prepared and that the minutes of the Council
meetings are properly kept. For assistance with these duties, the
Chair shall appoint a secretary, a recorder, and a parliamentarian.
The Chair may create ad hoc committees and shall be the Chair of the
Rules Committee.
B. Vice-Chair: The Vice-Chair shall be elected on a yearly basis from
the elected faculty representatives of the Council. This election
shall be held immediately following the election of the Chair. The
Vice-Chair shall assist the Chair in the preparation of the agenda
and in the conduct of the business of the Council. The Vice-Chair
shall preside at council meetings in the Chair's absence and shall
serve as Vice-Chair of the Rules Committee. The Vice-Chair may be
delegated other responsibilities by the Chair.
C. Secretary. Recorder. and Parliamentarian: From the Faculty of the
University a secretary, a recorder, and a parliamentarian shall be
appointed by the Chair.
The Secretary, assisted by the Recorder,
shall be responsible for keeping the minutes of the Council, for
preparing the agenda of the meetings, and for distributing notices
of all meetings to the membership and to the media as required by
law.
The Parliamentarian shall be responsible for advising the
Chair on questions of parliamentary procedure which may arise.
D. Standing Committees
1.

Rules Committee
The Council Chair and Vice-Chair shall be the Chair and Vice
Chair of the Rules Committee.
The functions of the Rules
Committee shall be:
a.

to supervise elections for vacancies on the Council and to
conduct such other elections as necessary.
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2.

b.

to recommend to the Council the time and place of regular
meetings.

c.

to consider suggested changes in the Charter and Rules and
Procedures and to make recommendations to the Council.

d.

to review the Charter and Rules and Procedures and to make
recommendations to the Council.

e.

to conduct a review of the proportional representation of
the elected faculty representatives by unit and to make
recommendations to the Council.

f.

to interpret the Charter and Rules and Procedures of the
Council.

g.

to advise the Chair on other matters related to the operation of the Council.

General Education Committee
The functions of the General Education Committee shall be:

3.

a.

to develop and review general education guidelines and
course criteria, to review courses, and to make recommendations to the Council.

b.

to consider courses proposed for general education and to
make recommendations to the Council.

Academic Requirements and Regulations Committee
The functions of the
Committee shall be:

4.

Academic

Requirements

and

Regulations

a.

to review undergraduate degree and graduation requirements,
excluding the functions assigned to the General Education
Committee, and to make recommendations to the Council.

b.

to review scholastic policies and regulations and the interpretation of policies and regulations as they apply generally to the University and to make recommendations to the
Council.

Membership of Standing Committees
One or two individuals shall be elected from each unit's faculty
representatives by the unit caucus for the purpose of serving on
the standing committees. The student caucus shall elect to each
standing committee two elected student representatives.
The
Chair shall appoint two advisory members to the General
Education
Committee,
two
advisory
members
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to the Academic Req~irements and Regulations Committee, and one
advisory member to the Rules Committee.
The Chair and
Vice-Chair shall be members of the Rules Committee and shall
serve as Chair and Vice-Chair of that Committee. The Chairs of
the other standing committees are to be elected each year by
members of the respective committees .
•
5.

Reports and Recommendation of Standing Committees
Standing committees of the Council shall make reports to the
council as necessary and shall file annual reports with the
Secretary of the Council.
Standing committees of the Council
shall make recommendations to the Council on those matters which
have received favorable committee action. An individual member
or groups of members of the Committee, in attendance at the
committee meeting when the vote is taken, may file a minority
report. That report shall accompany the committee report in the
material sent to Council members for consideration.

•

6.

E.

Rules of Standing Committees
a.

Meetings - standing committees shall meet at least once each
month during the academic year.
special meetings may be
called by the committee chair upon the request of a majority
of the committee members.

b.

Quorum - A quorum shall consist of a simple majority of
voting members of the committee.

c.

Voting requirements - A simple majority of the quorum is
required for a legal vote.

d.

Other rules - Each standing committee shall adopt such other
rules as necessary for the conduct of business so long as
such rules are not in violation of the Charter or Rules and
Procedures of the Academic Council.
In the absence of
specific rules, sturgis Standard Code of Parliamentary
Procedure shall be the authority.

Categories of Membership
1.
2.
3.

Ex-Officio Members - Ex-officio members are entitled to full
participation in the organization.
Elected Representatives
Elected representatives are
entitled to full participation in the organization.
Elected Alternates - An elected alternate shall function in
the place of an elected representative for the same unit
when the elected representative is unable to attend a
Council meeting.
When an elected representative cannot
attend a meeting, that member shall secure a replacement
from the unit alternates and the selected alternate shall be
responsible for notifying the secretary of the Council of
this action.
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II.

ELECTIONS
A. Procedures for maintaining
academic colleges/units

proportional

representation among

the

The Academic Council has a base number of 39 elected faculty
representatives and an equal number of alternate representatives.
The representation for each college and for the Academic Services
area shall be based upon a ratio of that college/unit's faculty to
the total faculty, with the representation being proportional and
the total number of representatives being 39 or as close u possible
to. that base number. To maintain this proportional representation,
the Rules Committee shall calculate anew during the fall semester of
each odd-numbered calendar year the number of elected faculty
representatives and alternates to which each college/unit is
entitled.

4

B. Procedures for electing faculty representatives and alternates:
1.

Faculty representatives and alternates:
a.

An election shall be held each year.
Since the term of
membership for faculty representatives
is two years,
approximately
one-half
the
total
number
of
faculty
representatives shall be elected each year.
The total
number of alternates shall be elected each year, however, in
order to give alternates the opportunity to be elected as
representatives for the year following their service in the
capacity of alternate representatives.

b.

Eight weeks prior to the end of the spring semester the
chair of the Academic Council shall notify departments heads
of the impending election. By Friday of the seventh week,
each department will caucus, choose three nominees, and
transmit those names to the chair of the Academic Council
for inclusion on the ballot.
In order to guarantee an
adequate pool, departments in the College of Education and
Behavioral
Sciences will
each
choose four nominees.
Eligible persons must hold faculty rank and have at least
two years of service at Western Kentucky University. Those
completing four consecutive years of service on the Council
must skip a year before becoming eligible again. Nominees
will be chosen by plurality on a secret ballot. The list
for each unit shall be reviewed by the Rules Committee to
insure the eligibility of those nominated. If any nominees
are found to be ineligible, the chair of the committee shall
so inform the head of the appropriate department.
The
department may then submit replacement names by a date
specified by the Rules Committee.

•

•
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c.

The Rules Committee will prepare separate ballots with the
appropriate instructions for each college. The departments
of the college and the nominees within each department shall
be listed in alphabetical order.

d.

Ballots shall be sent by campus mail during the sixth
prior to the end of the spring semester. In the event
a faculty member does not receive a ballot, that faculty
member can obtain a ballot through the Secretary of
Academic Council by certifying that a ballot was
received through campus mail.

•

•

•

week
that
the
not

e.

All faculty members and administrators with academic rank in
a unit shall be eligible to vote in that unit, and voting
shall be by secret ballot.

f.

Each eligible voter shall be permitted to vote for a maximum
of two persons from anyone department and for a maximum
total number of persons equal to the number of vacant
representative offices. A plurality of legal ballots cast
shall constitute election. The Rules Committee will resolve
all ties by lot.

g.

The number of alternates to be selected shall be equal to
the total number of representative members for each unit.
After all representative offices are filled, the remaining
alternate vacancies shall be filled by the individuals not
elected as representatives who received the highest vote
totals.

h.

Ballots shall be cast at the appropriate college or area
polling locations by the date and hour determined by the
Rules Committee and specified on the ballot.

i.

The college deans, the director of libraries, and the
director of media services shall be notified of their
responsibility to assist in the collection of the ballots
and in the supervision of the ballot boxes.
Alternate
balloting locations may be established by the Rules
Committee if proper superv1s10n of the ballot boxes is
ensured (e.g., a second ballot box for the Ogden College
could be placed with the ballot box for· the College of
Education) .

j.

The members of the Rules Committee representing an individual college or area will be responsible for collecting and
tallying the ballots for that college or area. The Rules
Committee shall meet within 24 hours of the close of the
balloting to certify the election results and to resolve any
problem .

•
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2.

III .

Student representatives and alternates:
a.

Prior to the end of each spring semester, the Associated
Student Government shall conduct an election to select the
student representatives and alternates for the next year.

b.

The Associated Student Government shall obtain a list of all
students eligible to vote.
This list must indicate each
student's declared major.

c.

To be eligible for election, a student must file with the
Associated Student Government and be certified as eligible
by the Secretary of the Council. The deadline for filing
for candidacy shall be two weeks prior to the date of
election.

d.

Balloting shall be by secret ballot.

e.

To be eligible to vote for a candidate for representative of
a particular college, the student must have declared a first
major/area of concentration in that college.

f.

A simple majority of legal votes cast shall constitute
election. In the event that no candidate receives a simple
majority, a vote to attain such a majority shall be taken
between the two candidates receiving the highest number of
votes on the previous ballot.

g.

within 24 hours of the close of the balloting, the election
results shall be certified in writing to the Chair of the
Council.

,.

MEETINGS
A.

Schedule - Normally, the Council meets at 3:20 p.m. on the
fourth Thursday of each month during the academic year and at
2:00 p.m. on the fourth Wednesday of June and July during the
summer session. The Council does not normally meet in May and
August.
The Rules Committee shall determine the place of
meetings and may alter the meeting date when it is in conflict
with University holidays. Special meetings may be called by the
Chair as the volume of Council business dictates. Meetings of
the Academic Council are conducted in accordance with the
requirements of the Kentucky Open Meeting Law.
(KRS 61.
805-6.901).

B.

Quorum - A quorum shall consist of a simple majority of the
voting membership of the Council.

•

•
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C.

Voting Requirements
An affirmative vote of a majority of the quorum of the
council shall be required for passage of any measure. In
the case of an election, a simple majority of legal votes
cast shall constitute election.
In the event that no
candidate receives a simple majority, a vote to attain such
a majority shall be taken between the two candidates receiving the highest number of votes on the previous ballot.

1.

•

,

2.

The Council will normally vote by voice or by the raising of
hands.
However, any member of the Council may request a
vote by secret ballot or by any other method of voting and
that request shall be granted.
A request for a secret
ballot shall take precedence over all other requests for
methods of voting.

D.

Agenda and Minutes - The agenda for a Council meeting and the
minutes of the previous .meeting shall be prepared by the Chair
with the assistance of the Vice-Chair, Secretary and Recorder.
The agenda and the minutes of the previous meeting shall be
distributed to council members a reasonable time prior to the
meeting.

E.

Visitors - Visitors shall be seated apart from the membership of
the Council.

F.

First and Second Readings - Procedural matters brought before
the Council require only one reading.
Substantive matters
brought before the Council require two readings.

G.

Parliamentary Authority - Sturgis Standard Code of parliamentary
Procedure shall be the parliamentary authority of the Council.

IV. AMENDMENTS TO RULES AND PROCEDURES
The Rules and Procedures of the Council may be amended by majority
vote of the quorum.
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FACULTY SENATE CONSTITUTION
WESTERN KENTUCKY UNIVERSITY
Preamble
The Faculty Senate at Western Kentucky University is an elected body of
representatives from the faculty whose functions are to provide a forum for
the concerns and interests of the University-wide faculty community, to furnish advice and recommendations with reference to policies that pertain to the
faculty, and to make available to the University the expertise of the faculty
on appropriate matters.
I.

,

FUNCTIONS OF THE FACULTY SENATE
The Faculty Senate functions as an official representative voice of
the faculty on any University policies Which the President may refer to
it for consideration and opinion, or which it determines should be
brought to the attention of the President, or to the Board of Regents
through the President.
It makes recommendations to the Academic Council on academic policies and programs.
.
It may, upon request, or upon its own initiative furnish advice and
recommendations on policies and procedures, such as those relating to:
A. Criteria
granting
tion of
creative

for recruitment, appointments, reappointments, promotions,
of tenure, evaluation of work effectiveness, and recognioutstanding faculty performance in instruction, research,
activity, and service.

B. Salary, workload, working conditions, summer teaching employment,
patent policy, copyright policy, awarding of University research
grants, and recognition and publication of scholarly or creative
work.
C. Retirement programs, insurance plans, sick leave, and other business
issues which concern the faculty.
D. Planning and maintenance of physical facilities When these may
affect the attainment of the educational objectives of the
university.
E. Faculty responsibilities, privileges, grievances, sabbatical leaves,
leaves of absence, travel expenses for professional conventions and
programs, off-campus instruction and service, consulting, and academic freedom.
F. Long range planning of institutional goals and priorities as related
to the functions of the Senate.
The Faculty Senate may advise the Board of Regents, in the event
of a vacancy or an announced impending vacancy of the Office of President, on qualifications for the Office of President and the policies
concerning faculty involvement in the filling of the Office.
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II.

COORDINATION OF THE ACADEMIC COUNCIL AND THE FACULTY SENATE
Each body is dominant in its stated functions and it is the duty of
each to report its recommendations to the President and to the Board of
Regents through the President.

III.

ORGANIZATION
A. Composition
1.

The term faculty for the purposes herein
in the full-time employ of the university
and who satisfy at least three-fourths
obligation in teaching, research, public
non-administrative assignments.

is defined as persons
who hold faculty rank
of their contractual
service, and/or other

The term college as used herein is defined as the undergraduate
colleges and the area of Academic Services.
2.

The Faculty Senate shall be composed of members elected by and
from the faculty, with the President of the University and the
Vice President for Academic Affairs or designated alternates
serving as ex-officio, non-voting members. The Faculty Regent,
unless already an elected member of the Senate, shall be an
ex-officio, non-voting member of the Senate.

3.

Each department is entitled to one senator who shall be elected
by secret ballot by the faculty of that department; each college
may also be entitled to at-large senators. The total number of
senators (departmental senators plus at-large senators) to which
each college is entitled is that number which will make up a
delegation equal to 10 percent (rounded to the nearest whole
number) of the college's total faculty as previously defined.
The at-large representation of each college therefore may vary,
and the number shall be determined and adjusted in accordance
with the number of qualified faculty members listed on the official Senate roster prepared during the fall of the academic year
during which the elections occur. No department shall have more
than one at-large senator until all departments in the college
have at least one senator serving in an at-large capacity.

4.

Term of Office: Each elected member shall serve for a term of
two years and shall be eligible for reelection for a second consecutive term but ineligible for further reelection until one
year has elapsed. Elections to fill vacancies shall be for the
unexpired term.

B. Officers
1.

The Faculty Senate shall have a chairperson, vice-chairperson,
secretary-treasurer, and parliamentarian.

2.

The officers of the Faculty Senate shall serve in their respective positions for a period of one year, or until successors are
elected. They shall be eligible for reelection.

,
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3. The terms of the chairperson, vice-chairperson, secretary-treasurer,
and parliamentarian shall begin with their election at the regular
May meeting of the Faculty Senate.
C.

Elections
1. Elections for the

first Faculty Senate shall be conducted by the
Faculty Affairs COllU1\ittee of the Academic Council at such dates as
may be appropriate for the first election. All subsequent elections of new members of the Faculty Senate shall be conducted under
the supervision of the By-Laws, Amendments and Elections Committee.

2. Members of the Faculty Senate are to be elected during the third and
fourth weeks in February and shall be chosen as follows:
a.

Departmental elections:
During the month of February the
faculty in each department shall elect by secret ballot one
representative to the Faculty Senate.

b.

At-Large elections: During the first week in February the ByLaws, Amendments and Elections Committee will inform each college in writing of the number of at-large senators to which the
college is entitled. Each of the aforementioned colleges shall
elect at-large senators during the fourth week of February by
secret ballot.

3. Elections of Officers,
Committees
a.

the Executive committee,

and the Standing

Election of Committees: During the week following the election
of the at-large senators (exclusive of vacations), the out-going
member of the By-Laws, Amendments and Elections Committee from
each college shall call a caucus of the senators from that college who will be serving during the forthcoming year, together
with the out-going senators from that college.
The purpose of this caucus is three-fold:
i. The current members of the Senate shall provide the
newly-elected members with a brief orientation to the
Faculty Senate.
ii. The current members of the Senate shall provide a description of the duties and responsibilities of each of
the standing committees.
iii. The senators who will be serving during the forthcoming
year shall elect from their number one senator to serve
on each of the standing committees, commencing with the
May meeting of the Faculty Senate.

b.

Election of the Officers of the Faculty Senate: At the May
meeting of the Faculty Senate, the senators who will be serving
during the forthcoming year shall elect by secret ballot one
from their number to serve as chairperson of the Faculty Senate,
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one to serve as vice-chairperson, one to serve as secretarytreasurer, and one to serve as parliamentarian. Election to
office shall be by a majority of those present and voting.
c.

•

Elections of committee Chairpersons: At the same May meeting of
the Faculty senate, each of the standing committees which will
be serving during the forthcoming year shall caucus and elect a
chairperson from its membership.

4. Vacancies in the Senate:
Departmental vacancies in the Faculty
Senate occurring during the academic year shall be filled by new
elections within three weeks of the vacancy. Departmental vacancies
occurring during the summer term will be filled by new elections
within three weeks of the beginning of the next fall semester.
Vacancies in at-large delegations shall be filled by the individual
receiving the next highest vote in the at-large election of the college in which the vacancy occurred. In the event no individual on
the ballot is eligible under the provisions of Article III A 3, a
special election shall be held in that college.
D.

Meetings and Rules of Procedure
1. The Faculty Senate shall meet once a month during the school year

unless the frequency of meetings is changed by a vote of the
Senate. The date, time, and place of the meetings are to be determined by the Executive Committee.
2. No regular meeting of the Faculty Senate shall be held unless an
agendum prepared by the Executive Committee is distributed to all
members of the Senate at least four school days prior to the meeting.
3. Special meetings may be called by the chairperson
rence of the majority of the voting members of the
tee.
Such meetings must also be called by the
written request of at least ten (10) members of the

with the concurExecutive Commitchairperson upon
Faculty Senate.

4. The Executive Committee shall appoint a temporary chairperson should
neither the chairperson nor vice-chairperson be able to attend any
Faculty Senate meeting.
5. A quorum for the Faculty Senate shall be a majority of the Senate
membership.
6. The right to vote shall be vested in the members of the Senate.

E.

7. The Faculty Senate shall adopt rules for the conduct of its business. In the absence of any special rules of order which the Senate
may adopt, Sturgis Standard Code of Parliamentary Procedure shall
govern the conduct of the meetings.
Committees
1. Executive Committee
The Executive Committee shall be composed of the chairperson of the
Faculty Senate and one senator from each college.
The vice-83-

chairperson, the secretary, and the parliamentarian shall sit
ex-officio and non-voting.
The chairperson of the Senate shall
preside and have voting privileges.
The term of the elected members of the Executive Committee shall
commence with their election and shall be for one year or until successors are elected. A quorum for the Executive Committee shall be
four of the six voting members of the conunittee.
It shall be the responsibility of the Executive Committee to perform
functions assigned to it by the Faculty Senate. It shall function
as liaison between the Senate and the administration and between the
Senate and the Rules Committee of the Academic Council. Its recommendations shall be recorded in its minutes and reported to the
Senate at the next regular meeting. It may create special and ad
hoc committees and determine the composition of all committees subject to the approval of the Senate. It shall refer to the appropriate Senate Committee for study such matters as are designated by
the Faculty Senate. The written reports of the committees to the
Senate shall be submitted to the chairperson of the Faculty ~enate.
It shall insure that elections of the Senate are carried out as
specified by the Constitution.
2. By-Laws, Amendments, and Elections Committee
It shall be the responsibility of this committee to supervise nominations and elections. It shall study and, when appropriate, make
recommendations concerning Senate rules and by-laws, proposed amendments, and procedural changes.
3+ Faculty Status and Welfare Committee
It shall be the responsibility of this committee to study and, when
appropriate, make recommendations to the Faculty Senate on policies,
criteria, and procedures for faculty appointments, recruitment of
faculty, reappointments, promotions, and granting of tenure.
It shall study and, when appropriate, make recommendations to the
Faculty Senate on policies and procedures concerning salary, faculty
work load, working conditions, and summer teaching employment. It
shall also furnish advice on policies and procedures relating to
retirement programs, insurance plahs, sick leave, and other subject
areas that are relevant to faculty welfare.
It shall also study and, when appropriate, make recommendations to
the Faculty Senate on policies and procedures, concerning sabbatical
leaves, leaves of absence, professional travel expenses, off-campus
teaching and service, consultant activities, and academic freedom
and academic due process.
4. Professional Responsibilities and Concerns Committee
It shall be the responsibility of this committee to study and, when
appropriate, make recommendations to the Faculty Senate on the policies and procedures for the consideration of faculty grievances.
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I t shall study and, when appropriate, make recommendations to the
Faculty Senate on policies, criteria, and procedures for faculty
evaluation, and the recognition of outstanding performance in teaching and University service.

It shall study and, when appropriate, make recommendations on policies and procedures relating to patents and copyrights, University
research grants, and recognition of scholarly and creative activity.
It shall also study and, when appropriate, make recommendations to
the Faculty Senate concerning the responsibilities and obligations
of the faculty person in his/her role as scholar and teacher.

•

5. Institutional Goals and Planning committee
It shall be the responsibility of this committee to study and, when
appropriate, make recommendations to the Faculty Senate relating to
the long-range planning process, including institutional goals and
objectives, program-related physical facilities, and policies related to instructional support areas.
6. Fiscal Affairs committee
It shall be the responsibility of this committee to study and, when
appropriate, make recommendations to the Faculty Senate on institutional policies, procedures, and guidelines related to resources
allocation, the financial impact of proposed program additions or
changes, and institutional response to financial exigencies.
7. Academic Affairs committee
shall be the prerogative of this committee to study and, when
appropriate, make recommendations to the Faculty Senate on academic
policies and programs under consideration by the Academic Council.
Upon recommendation of the committee, the Faculty Senate may initiate action on academic policies which it thinks should be considered
by the Academic Council. This committee shall coordinate its efforts and activities with the Fiscal Affairs Committee where academic policies and decisions have financial and budgetary consequences.
It

8. Committee on University Committees
It shall be the responsibility of this committee to nominate members
of the University community to University-wide committees when
instructed to do so by the chairperson of the Faculty Senate at the
request of the President of the University.
9. Committee on Senate Communications
It shall be the responsibility of this committee to produce and
distribute the Faculty Senate Newsletter to the University community and to prepare other communiques of an informative nature at the
request of the chairperson of the Faculty Senate.
IV.

Senate Action
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The Faculty Senate acts directly or through its committees. Formal
communications containing advice and recommendations of the Senate on
institutional policies are addressed from the chairperson of the Senate
to the President or office or body designated by the President, or
through the President to the Board of Regents.
The Faculty Senate may also address communications to a member of
the faculty or the faculty in general, making suggestions or recommendations, giving advice, furnishing information, or communicating
otherwise for whatever purposes the Senate deems appropriate.
V.

By-Laws
General by-laws governing the operation of the Faculty Senate shall
be adopted by a majority vote of the actual membership of the Senate.

VI.

Amendments
An amendment may be proposed by the Faculty Senate by a two-thirds
majority of those voting, provided i t was included in the agendum and
was available to the members of the Faculty Senate at least two weeks
before the vote is taken. An amendment becomes operative upon being
approved by the Board of Regents.
By-laws
submitted.

VII.

will

be

adopted

to

determine

how

amendments

will

be

Ratification
The Faculty Senate shall be established and this constitution shall
be adopted upon approval of the Board of Regents.
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BY-LAWS
BY-LAW I.
Proposed by-laws shall be submitted in writing to the By-Laws,
Amendments, and Elections Committee at least two weeks prior to a regularly
scheduled Senate meeting .
•

"

BY-LAW II. Amendments. A proposed amendment to the Faculty Senate Constitution must be submitted in writing to the By-Laws, Amendments, and Elections
Committee. The By-Laws, Amendments, and Elections Committee shall forward the
proposal, together with committee recommendations, to the Executive Committee
for placement on the agenda of the next meeting of the Faculty Senate.
If disapproved by a majority of the voting members of the By-Laws, Amendments,
and Elections Committee, the proposed amendment shall, upon written request of
at least ten (10) members of the Faculty Senate, be submitted to the membership in the manner specified by Constitution, Article VI.
BY-LAW III. Alternates. A senator requesting a replacement may petition the
By-Laws, Amendments, and Elections Committee for a temporary alternate to
serve for a period of no fewer than four (4) regularly scheduled consecutive
Senate meetings nor more than nine (9) such meetings. If the petition is
approved, the temporary vacancy will be filled in the same manner as a permanent one, in accordance with Article III C 4 of the Constitution. The elected
alternate shall assume all senatorial duties of the senator being replaced.
BY-LAW IV. Elections will be held to reflect changes in organizational structure of the University only at prescribed annual Faculty Senate elections.
BY LAW V.
Procedural matters brought before the Senate require only one
reading. Substantive matters brought before the Senate require two readings.
Determination of matters of SUbstance will be made by the chair.
BY-LAW VI. The chair of the Faculty Senate shall declare vacant the position
of any elected senator who is absent from three regularly scheduled senate
meetings during a senate year and who fails to provide for a temporary
alternate or an observer for any of the three as the case may require. That
member's department head will be apprised of the reason for the vacancy. The
vacancy will be filled in accordance with Article III C 4 of the- Constitution.
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PROCEDURES FOR FACULTY REGENT ELECTION
1.

A written notice of the election shall be distributed by the Faculty
Senate via campus mail to each faculty member at least twenty (20)
working days prior to the initial ballot. This letter shall indicate:
a.

Times and voting locations for the initial ballot;

b.

Criteria concerning
electorate;

c.

A schedule of public posting for a list which designates those
members of the faculty deemed eligible to vote as well as those
eligible to serve as Faculty Regent;

d.

A procedure by which issues of eligibility shall be resolved;

e.

The procedures by which a faculty member may have his or her name
included on the initial ballot;

f.

A listing, by college, of members of the Senate By-Laws,
Amendments and Elections Committee who should be contacted
concerning questions of eligibility and requests for clarification.

eligibility

of

candidates

and

the

voting

2.

The first ballot for
before October 1.

the· Faculty Regent shall be completed on or

3.

The Faculty Regent shall serve for a term of three years from the date
that he or she is sworn in as a member of the Board at the fourth
quarterly meeting or as soon thereafter as possible, if necessary.

4.

A list including the name of each faculty member eligible to vote
shall be prepared by the Office of the Vice President for Academic
Affairs and posted on each departmental bulletin board at least twenty
(20) working days prior to the initial ballot. An asterisk shall be
used to designate those faculty members eligible to vote but not
eligible for election.

5.

Issues of voter eligibility must be reported in writing to a member of
the By-Laws, Amendments and Elections Committee at least ten (10)
working days prior to the initial ballot.

6.

Any eligible faculty person may declare candidacy for the Faculty
Regent position and/or any eligible faculty person may be nominated by
other faculty members. If an eligible faculty member is nominated by
other faculty, such nomination shall be accompanied by a statement of
consent to serve signed by the person being nominated.
All
nominations are to be submitted to the Chairperson by the By-Laws,
Amendments and Elections Committee at least ten (10) working days
prior to the election.
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7.

The By-Laws, Amendments and Elections Conunittee shall meet at least
eight (8) working days prior to the election to certify the
eligibility list and prepare an initial ballot.

8.

Any person wishing to vote absentee must either obtain a ballot
directly from the Chairperson of the By-Laws, Amendments and Elections
Conunittee and sign next to his or her name on the official eligibility
voter list or write a letter requesting a ballot with the signature on
the letter constituting the signing of the eligibility list.
The
ballot must be returned in person or by mail to the Chairperson of the
By-Laws, Amendments and Election Conunittee in double envelopes before
8:00 a.m. the day before the election.
The Chairperson of the
By-Laws, Amendments and Elections Conunittee shall put the date and
time of receipt on the unopened absentee ballot.

9.

The election shall take place on two (2) consecutive days from 8:00
a.m. to 4:00 p.m. omitting Saturday and Sunday.

10.

Locked and secure ballot boxes shall be provided for the initial vote
in each college dean's office. The key to the ballot box shall be
retained in the possession of a Senator of the By-Laws, Amendments and
Elections Conunittee.

11.

The number of paper ballots provided shall coincide with the number of
eligible voters. To receive a ballot, each eligible voter shall show
his or her official university identification card and sign next to
his or her name on the official eligible voter list. An area shall be
provided at the voting location for the ballot to be marked in
secret.
Each voti.ng location shall be supervi.sed at all times by
university personnel designated by the By-Laws, Amendments and
Elections Conunittee.

12.

Each person shall vote for one candidate only.

13.

Inunediately upon the closing of the polls on the first day, the ballot
box shall be locked, sealed and delivered inunediately by the tenders
of the polls to the office of the Registrar to be placed in the vault
and remain there until picked up by the tenders the following morning.

14.

Inunediately upon the closing of the polls on the second day, the
ballot box shall be locked and sealed. The By-Laws, Amendments and
Elections Conunittee shall meet and count the ballots.

15.

Upon conclusion of the vote tabulation, the conunittee members shall
certify the outcome of the election by affixing their signatures to
the tabulation results .

16.

If a simple majority is obtained by any single individual, that person
shall be the duly elected Faculty Regent.

17.

If a simple majority is not obtained on the first ballot, one voting

•

•

location at the Cravens
subsequent ballots.

Graduate Center shall be established for
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18.

Ballots subsequent to the first shall take place in not less than five
(5) nor more than ten (10) working days from the previous election.

19.

The By-Laws, Amendments and Elections committee shall inform all
faculty by campus mail of the next election. The letter shall include
the time and place of voting, names of the candidates that are to
appear on the next ballot, provision for absentee ballots, and the
names of the members of the By-Laws, Amendments and Elections
Committee by college who should be consulted for clarification of
rules and procedures.

20.

Names of the candidates shall be placed on the ballot in an order
determined by a drawing conducted by the Chairperson of the By-Laws,
The candidates or their
Amendments and Elections Committee.
designated representatives shall participate in the drawing.

21.

The second ballot shall include those individuals rece1v1ng the
highest number of votes and whose votes total fifty (50) percent of
the votes cast.

22.

Balloting shall continue according to established procedures until one
candidate receives a simple majority.

23.

The final certified results as attested by the By-Laws, Amendments and
Elections Committee shall be delivered immediately to the President of
the University by the Chairperson of the Senate. The results of the
election shall be held in strict confidence by members of the By-Laws,
Amendments and Elections Committee until the results are officially
released by the President of the University.
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THE EDUCATION RIGHTS
AND PRIVACY ACT OF 1974

•

•

The Educational Rights and Privacy Act of 1974 requires institutions of
higher education to inform the student body of the types of student educational records being kept within the institution, where they are located on
campus, and the official responsible for the security of these records .
Therefore, students and faculty at Western Kentucky University should be aware
of the following:
I.

The permanent transcript of grades earned at the University is kept in
the Office of the Registrar, Wetherby Administration Building. Inquiries should be directed to the Registrar.

II.

The permanent folder for each student, including such items as the
application for admission, ACT scores, high school transcript, correspondence with the student, etc. is kept in the Center for Career
Planning, Academic Advisement, and Placement, Cravens Graduate Center. Inquiries should be directed to the Director of that Office.

III.

Academic advisement, career planning and placement records are kept
for most students and are on file in the Center for Career Planning,
Academic Advisement, and Placement.
In addition, advisement records
are kept within the academic department of the student's major by the
faculty advisor or department head. Inquiries concerning a student's
record should be directed to the head of the academic department or to
the Director of the Center for Career Planning, Academic Advisement ,
and placement.

IV.

Graduate admission arid advisement records are kept in the Graduate
College office, Cravens Graduate Center, and in the student's academic
department. Inquiries should be directed to the Dean of the Graduate
College or to the head of the student's major department.

V.

Other student records pertaining to teacher education,
student
affairs, organizations, alumni affairs, traffic, residence halls, student health, and financial aid are maintained by the offices responsible for these areas. Inquiries should be made to the director of the
appropriate office.

Each office and department maintaining student educational records has
procedures for students to r"eview their records and has policies for the release of student" records.
Student educational records will be released outside the University only to those persons specifically authorized by the
federal and state statutes.
Within the University, student educational records are available only to authorized University personnel who have an educational interest in the student and the record.
Inquiries pertaining to
review or release of records should be directed to the head of the office or
department maintaining the record.
Procedures for a student to challenge the content of an educational record
when it is believed that a part of the record is inaccurate, misleading, or in
violation of the student's rights are as follows:
(1) The head of the office
will confer with the student in an attempt to reach an understanding about the
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item in question and to resolve the matter if possible. (2) If an understanding cannot be reached, the Vice President responsible for the office or
department maintaining the record will arrange for a hearing upon written
request from the student. At this hearing, the student and the head of the
office will present the facts to an ad hoc conunittee consisting of three
impartial persons (administrative staff and/or faculty) appointed by the Vice
President.
(3) After the hearing, this conunittee will make recommendations,
but the Vice President will make the final decision. Inquiries about these
procedures should be directed to the head of the office or department and/or
the appropriate Vice President.
other questions pertaining to the Educational Rights and Privacy Act of
1974 or student educational records may be directed to the Dean of Scholastic
Development, Wetherby Administration Building.
(See forms on accompanying
pages.)

•
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REQUBST FOR INSPBCTION OF
STUDENT RECORDS

REVIEW REQUEST
(To be executed by student Who wishes to review records)

•
<

Date: _ _ _ _ _ _ _ _ _ __

I.

-----------------------=N~am--e-o-f~S~t~u~d~e-n~t7)--------------------------

of

(Complete Address of Student)
hereby request that I be permitted to inspect and review the records of
--------------~(=D-ep-a-r~t~m-e-n~t--o-r--of=f=i~c-e--w~h~i-c7h~h-a-s-c-u-s~t~O~d~y--o~f~re-c-O-r-d~)~----------'

pertaining to me.

Signature of Student
(Telephone Number)

,

-93-

RELEASE REQUEST
(To be executed by any person, agency, or organization,
student, desiring access to the records of a student)
PART I
I

Date:~

____

~

other than the

________________________

hereby request access to the records of ________~~~--~~~--~----------(Name of Student)

on behalf of

for the following purpose:
(Name of person, agency, or organization)

The specific records requested are: __________________~______~__________________

(Signature of Person desiring access)

PART II
consent-This portion is to be executed by the student at the student's sole
discretion, but only in cases of inspection or release to persons
outside the institution.
I hereby consent to the release of my records
as requested above.

(Signature of Student)
NOTE:

This form to be retained by a custodian of records with the records
of the affected student.

,
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